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loday’s secretaries become real “junior executives” with Edison Voicewriter dictation. 





“My Voicewriter’s like an 


assistant secretary 


[Hart's rHE enthusiastic response we're 
retting trom executive secretaries in all 
types of business and professions when 
ve ask how they like working with an 


Edison Voicewriter. 


You see, Voicewriter isn’t in competi- 
tion with secretaries. It’s really a de- 
pendable ally! Since you're freed trom 


the time consuming, laborious — some- 
times nerve-wracking—chore of taking 
Shorthand notes and then transcribing 
them e free to assume more of the 
executive retarial responsibilities that 
mean so n our boss. 


And think When you get ina 


Edison \ O1CCW riter ¢ a product of Thomas A. Edison Industries 


Orange, N. J i— 


Thomas A. Edison Indust: 


workload jam—it’s easy to pass along 


the Voicewriter Diamond Disc to an- 


other secretary without the problem ot 


shorthand notes to be read. The boss's 
Voice comes through crisp and clear 


transcribing ts quick, easy and accurate! 


Here's another important thing to re- 
member about Voicewriter —-its made 
by Edison. Every Voicewriter user enjoys 
the benetits of Edison’s more than 70 
years experience in the office correspond- 
ence field. You can rely on an Edison 
Voicewriter for Outstanding, trouble- 


free performance day in and day out. 


Have we made a new friend? 











Let us prove there’s nothing 

like Voicewriter dictation! 
Ask the boss to let vou call the Edison 
Business Consultant in yvour area for a 
Voicewriter tryout see real dictuuing 
equipment in action. So tar superior to 
so-called economy makes. a Voicewritet 
costs your boss only $17.81 a month on 
the Edison lease plan. For your tryout 
or free literature—write Dept. SE-O8 at 
the address below 





In Canada: 32 Front Street W., Toronto, Ontario 

















New DICTATION DISC SETS —specializing in the 


BRIEF FORMS AND PHRASES 
and the 


500 COMMONEST WORDS 














Special Set No. 38 com- 
prises 31 different business letters 
containing 2,442 repetitions of the 
brief forms and 572 repetitions of the 
phrases, dictated in speeds of 60, 70, 
80 and 90 wpm. EACH OF THE FOUR 
RECORDS CONTAINS EVERY BRIEF 
FORM. 


Special Set No. 39 contains more 
than 2,000 repetitions of the 500 
commonest words dictated into 31 
different letters, also in speeds of 
60, 70, 80 and 90 wpm. 





15 Minutes Dicta- 
tion On Each 45 
RPM Record! 


Dictation Dise 
Records Available 
In All Speeds! 





The immense value of these two special vocabulary sets cannot be 

stressed too strongly. Teachers and experts readily agree on the im- 
| portance of the brief forms and phrases as a necessary fundamental 
to speed building. These words must be learned if you wish to become 
a really good shorthand writer. They occur so frequently in business 
letters that learning to write them proficiently never fails to increase 
your speed. What better way is there to automatize these most important 
shorthand words than through the intense repetition practice that is 
offered by Dictation Discs ? 

These two special sets, No. 38 & No. 39, were prepared for Dicta- 
tion Dise by Dr. A. E. Klein, Associate Professor of Secretarial Studies, 
College of the City of New York. 


Look What These Experts 
Say About This | 
Wonderful New System 


“No student in search of shorthand speed 


can aftord to be without brief form and 
phrase set No. 38. These records contain 
the most valuable dictation material I have 


ever seen.” PAUL SIMONE, Instructor, Columbia University 
Author of “A Stroke in Time’ 


More Shorthand Speed Means More Money For You! 
Thousands have used this effective method and increased their speed 
as much as 50%. Big pay raises come automatically with higher short- 
hand speeds. Read what the experts say about this new way to improve 
your skill. Start right now to build your shorthand speed by putting this 
remarkable system to work for you. 


“The key to shorthand speed is regular dic- 
tation practice, and your records provide the 
student secretary with a rich supplement to 
such a program. The very precise and clear 
manner in which they are dictated makes 
easier the climb to greater shorthand speed.” 


WILLIAM COHEN, World’s Shorthand Champion 
(280 wpm for 5 minutes) 


Send No Money! Mail The Coupon Now! 
Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
“In my estimation the Dictation Dise Sys- handi; v2+ Jum te angered aba poe ge! a poe Senne ~_ ape paw 
: ; : . andling charges. Or, enclose cash, check or money order now and we 
tem of developing speed is the best I have will ship your records postpaid. Either way—this method MUST do 
ever seen.” everything we say it will or you may return the records in 10 days for 


THOMAS COLE, Chairman, Committee on Professional Education full refund. Mail the coupon now. 
N. Y. State Shorthand Reporters 


“[rctafion 2 
ALL RECORDS PREVIEWED ° : 170 Broadway, tS 
TRANSCRIPTION KEYS NOW AVAILABLE Dictation Disc Co New York 38, N. Y. Z 


=n 
Ce ee 


78 R.P.M. $2.00 ea. 


Set No. 61-78 rpm 
3 records—$2.00 ea. 





ew ame, ice pemepaniy | ORDER COMPLETE SETS AND SAVE UPTO 18% —sis| 


DICTATION DISC COMPANY ORDER COMPLETE SETS AND SAVE UP TO 18% 
170 Broadway, Dept. TS-9 





45 R.P.M. $1.75 each 


L. 


eT 


New York 38, N. Y. Set No. 38-45 rpm 


. 5 4 records—$1.75 ea. 
Please send me the records indicated. 


1 No. 91. 60 pret 

: . : . . [) No. 92.70 form 
On arrival I will pay price indicated [) No. 93. 80 phrase 
. 1 No. 94. 90 letters 


plus COD and handling charges. I 
must be delighted or may return rec- 
ord(s) in 10 days for full refund. 


-]) Complete Set—$5.75 


Set No. 39-45 rpm 
4 records—$1.75 ea. 
Business Letters 
0 No. 95. 60 500 
[}) No. 96. 70 most 
} No. 97. 80 used 
No. 98. 90 w 


[_} I enclose full payment now, please 
B ords 
Cj) Complete Set—$5.75 


ship records postpaid. 


Set No. 40-45 rpm 
4 records—$1.75 ea. 
Business Letters 

No. 41. 40 & 45 
No. 42. 45 & 50 
No. 43. 50 & 55 
No. 44. 55 & 60 
Complete Set—$5.75 


NAME 


oO 


ADDRESS 


0 


000) 


CITY ZONE STATE 





Set No. 41-45 rpm 
4 records—$1.75 ea. 
Business Letters 
1) No. 1. 60 & 70 
} No. 2. 60 & 70 
] No. 3. 70 & 80 
] No. 4. 70 & 80 
(} Complete Set—$5.75 


Set No. 42-45 rpm 
4 records—$1.75 ea. 
Business Letters 

1 No. 5. 80 & 90 
) No. 6. 80 & 90 
No. 7. 90 & 100 
No. 8. 90 & 100 

} Complete Set—$5.75 


Set No. 43-45 rpm 

4 records—$1.75 ea. 
Business Letters 
C1) No. 9. 100 & 110 
C1) No. 10. 100 & 110 
[) No. tt. 100 & 110 
C) No. 12. 110 & 120 

] Complete Set—$5.75 


Set No. 44-45 rpm 

4 records—$1.75 ea. 
Business Letters 
2 No. 13. 100 & 110 


Set No. 47-45 rpm 
4 records—$1.75 ea. 
*Office Style Dictation 


] No. 23. *(untimed, with 


() No. 24. corrections. 
L) No. 25. Interruption 
No. 26. & insertions). 


(J Complete Set—$5.75 


Set No. 50-45 rpm 
4 records—$1.75 ea. 
Legal Dictation 


1) No. 31. 80 & 90 

) No. 32. 90 & 100 

}) No. 33. 100 & 110 
No. 34. 110 & 120 


0) 
rT 
J 
[) Complete Set—$5.75 


(1 Transcription Keys Including Sets 38, 39, 40, 41, 42, 43, 44, 47-Complete Book $1.00 


ANY TWO SETS ONLY $9.95 





cee mses ees eee es ees essere es cee ce es cee es es ee ee ee ee ee ee ee ee ee ee ee 


tor 


r, 1958 


[1 No. t. 60 & 70 
] No. 2. 70 & 80 
C1) No. 3. 80 & 90 
(J) Complete Set—$5.25 


Set No. 62-78 rpm 
3 records—$2.00 ea. 
[1 No. 4. 90 & 100 
[) No. 5. 100 & 110 
C) No. 6. 100 & 110 
() Complete Set—$5.25 


33% L.P. $5.00 ea. 
Set No. 71-33'/, LP 
2 records—$5.00 ea. 
€— Ne. |. 60, 70, 80, 90 
C) No. 2. 70, 80, 90, 100 
() Complete Set—$8.75 


Set No. 72-331, LP 
2 records—$5.00 ea. 


0 No. 3. 90, 100, 110, 120 
0 No. 4. 100, 110, 120, 130 
(.0 Complete Set—$8.75 
0D Sets 71 & 72—$16.50 
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TODAY'S 
SECRETARY 


he EP T KE / B EK R 19 8 Volume Ol. No | 


®@ Departments 


NOTES AND QLOTES 
sk Hk ENPERTS, ¢ 
VIEWs FROM THE FRON OFFICE 
THE UNITED NATIONS... PRODUCT POINTS 
° pe WORD TEASERS 
a small multi-lingual world in the 


SECRETARIAL BOOKSHELF, ¢ 


heart of New York City. Fascinating. 
. , ® Features 

challenging. an ideal place to seit ¢ amend ae bani * . 

work ...so savs our “lead” IN FOCUS: THE EDUCATIONAL SECKETARY, 2 

tHE ENVELOPE RIDDLE, 2 

LOOK. BOSs, UM MAKING A SPEECH 

LETTER TO GEORGIA 

lHE FINAL TOUCH, 63 


® Fashions and Beauty 
GOOD LOOKS COVER, 29 
MIN—MATCH, WORK—PLAY 
STEP LOVELY PLEASI 
“HOPPING SPREE 


SPOTLIGHT ON JEWELRY, 35 


®@ skill Building Section 

ONLY THE BEGINNING, 39 

AIM FOR THE TOP, 41 

SHORTHAND PENMANSHIP: JUNIOR AND SENIOR OGA TESTS 
rYPEWRITING ARRANGEMENTS: JUNIOR AND SENIOR OAT TESTS 
IYPEWRITING SPEED: COMPETENT TYPIST TEST 

TRANSCRIBING SPEED PRACTICE 

THE SLAVE DRIVER, 16 

FLASH READING: YOU'RE ON YOUR OWN 

secretary. Freda Monkarz. Her job GLOSSARY, 19 





brings her in contact with those 
who are desperately striving to find 


“The Language of Peace.” 


IN FOCUS... 

this month “The Educational 
Secretary.” She’s the girl who 
“mans the oflice that keeps the school 
spinning in its proper orbit. We 

vive her a fervent cheer—she s 
doing a wonderful job. 

Coming up in future issues: 

reports on secretaries in other 


spe ialized fields—law. medicine. 





engineering. to mention a few. 


ON THE COVER r d ‘ 5 
‘LOOK. BOSS ... on eee 
. ° ee . 7 rt ~ » Mn Shore 1 
['m making a speech.” Could you say re print on zephyr 
it proudly, happily. confidently ? “isaenpadaichataced gundam 
2 sleeves ean pearl buttons. ¢ 
If not (and most of us couldn't). P; ) 


try Marilyn French’s article on 
speech-making. Some pertinent 


thoughts on a valuable asset. 


SUBSCRIPTIONS: s 5 
s - i Manager ‘ ’ 


ALSO: how to solve “The Envelope N. Y¥. Sul 
Riddle”... the newest of the 


new—fashions for Fall “58... 


5 ms | Postmaster: Please send form 3579 to Today's Secretary, 330 W. 42 St.. New | 
lips on how to "Step Lovely. York 36, N. Y } 
| 
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When you take pen in hand... make it a 


Alcan Write 


BALL PEN 


fA Point 


for every purpose... 






The world’s finest __. 
“‘throw-away’” pen! 


dictation 


> 


note-jotting 
bookeeping 


aXe 
ae Ne 


thermo-fax copy 
marking 


Miles of smooth writing flow so 
easily from Klean Write Ball Pens. 
The precision points glide over writ- 
ing surfaces at just a touch of your 
fingertip. Fill in the order blank be- 
low and send for your trial order of 
Klean Write Ball Pens today! 









8 CLEAR LINE COLORS— Bive, Black, Red, Green, 
Brown, Gold, Lavender, Turquoise. 


3 GOLD STREAK POINTS —The Premium Medium 
Point for every general use. . ..... .39¢ 





Al\_ 





The Executive Fine Point for secretaries, 
auditors, doctors. . ......... .49¢ 


The Multi-Purpose Point for marking, photo 
reproductions, thermo-fax, blueprints, multilith . 59¢ 


To: FRANKEL MANUFACTURING CO. 
285 Rio Grande Blvd., Denver 23, Colorado 


Please send me a trial order of 


quantity desired 


Klean Write Ball Pens. If | am not 100% satisfied, | 
can return the order and receive full credit. 


Specify ink colors desired 








Executive Point Multi-Purpose Point 


Name 


FRANKEL 


MANUFACTURING COMPANY 


Established 1906— manufacturers of world famous Klean Write 
stencils and nylon ribbons 


Firm Name 


Address 


i 
i 
‘ 
i 
| ‘ 
! Indicate points desired Premium Point 
I 
j 
i 
} 
« 


City Zone State 


285 Rio Grande Boulevard « Denver 23, Colorado mE aE ee ee ee ee oe 


September. 1958 
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TYPE-ERASE = TYPE-ERASE =. 


\SSISTANT EDITORS 
Na M. Winters 
a Hal y 
SHORTHAND EDITOR 
s E. Zoubek 
IYPEWRITING EDITOR 
\lan C. Lloyd, Ph.D. 





LDLIORTAL ASSOCIATES 


COPY EDITOR 
I sook Lee 


VIERCHANDISING 


Marianne H. Cruse 


(Ret LATION 





Blew e E. Ulrich 
PRODLETION 
| aner Perz 
PAyotTs 
Jack Marzullo 
al & Liebert Studios 
Vito Fic x 
i -- 


PL BLISHER 
E. Walter Edwards 


why type letters over—when ADVERTISING REPRESENTATIVES 
attaNta 3—Douglas ©. Billian 
EAGLE-A TYPE-ERASE PAPER ie ary 


cnicaco 1l—Charles S. Lauer 
Ny. M 4 4 
VMOhawk 4-5800 


makes it so easy to correct typing errors! 


paitas 1—Gordon Jones 
Phe Vaughn Building 
Eagle-A Type-Erase paper practically puts your waste paper . “ is wee x Street 
basket out of business! With this easy-to-erase paper, there’s ee . aaa 
no need to type letters over again because of messy erasures. Mile High Center, 
When typing errors occur, you can make fast, clean erasures hahaa ae 
on Type-Erase paper with a pencil eraser. And when you ae ee A Se 


type in your correction, your retyping will look just as 1125 West Sixth Street, 
. MAdison 6-9351. 
neat as the rest of your letter. Ask your stationer for Eagle-A ee 

“ = New york 36—laul F. Radcliffe, 


Type-Erase in bond and onion skin weights. This economical 330 West 12 Street, 
25% cotton fiber paper comes in letter and legal sizes, nguets ©S00 


saN pRaNcisco 4—William Woolston, 


plain or ruled — in packets or the Eagle-A “Hinge-Top” box. st ess Ginees 
Secretaries and teachers: for free Type-Erase test sheets and our DOuglas 2.4600. 
Letter Placement Guide, write on your firm or school letterhead 





to Dept. S, American Writing Paper Corporation, Holyoke, Mass. 


Tonay’s Secrerary. formerly Tue Grece Writer, 
is published monthly, except July and August, 
by the Gregg Publishing Division of MeGraw- 
Hill Book Co., Ine. Executive, Eorroriar, Cirevu- 


100% COTTON FIBER EXTRA No. 1: Coupon Bond LaTion. and Apvertisine Orrices: 330 W. 42 St.. 


ee ae ee... wa New York 36. N. Y. Publication Office: McCall 


75% COTTON FIBER: Contract Bond 
50% COTTON FIBER: Acceptance Bond 


25% COTTON FIBER: Trojan Bond, 
Trojan Onion Skin, Trojan Manuscript Cover 


’ SULPHITE: Quality Bond, Quality Onion Skin, 


5] EAGLE-A 
BOXED 
TYPEWRITER PAPERS 


a Dayton 1, Ohio. See box on contents page 
or directions regarding subscriptions or change 
of address. 

United States subscription rate $3 per year, 
single copies, 35 cents: Canada, $3.25 per year: 





Quality Manifold and Transiucent Bond Foreign, $4 per year. Second-class mail priv- 
TYPE-ERASE: The 25% cotton fiber Bond and ileges autherized at Dayton, Ohio. Printed in 
Onion Skin with ‘‘built-in erasability” U.S.A. Title registered in U. S. Patent Office. 
Copyright. 1958, by Gregg Publishing Division, 
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| MeGraw-Hill Book Co.. Ine.. all rights reserved 
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ATTENTION SECRETARIES! 


_ MAKE <& eS SAVE ! 
_MONEY = }” MONEY= 












Tests....An intensive new training program has been | 
designed in Washington to develop technical 
secretaries for scientists and engineers. It will 

be offered by leading business colleges with special 
arrangements available for in-service training and 

for secretaries now employed. Write Technical- 
Engineering-Scientific Training for Secretaries, 


New 
TESTS, Dupont Circle Building, Washington 6, D. C. 


Machine 
Price: 


The Temporary Help Picture....A recent Survey of 164 $441 


companies Showed 53 per cent using temporary-help 


agencies, mostly during peak periods, illnesses, 
vacations, special projects, emergencies, and dead- 
lines. The average temporary=-help employee (whom 80 
per cent of the companies use as a typist) is 37%, 
married, has two children. She has worked regularly 
before but now wants to Supplement the family income. 


The Average Executive....The Office Executives 
Association offers this description of New York's 
"average" executive. He's 42, 5 feet 11 inches tall, 
weighs 174 pounds, and served as a sergeant in World 
War II. He lives in New Jersey, drives a 1953 
Chevrolet, vacations in Florida or Cape Cod, and 
enjoys watching westerns on television. 


The Slimmer Executive....Business Week reports a survey 
of executives which found only 15 per cent of 

those studied to be overweight. That's half the 
number reported fifteen years ago and better than 
the national average. (One American in five weighs 
too much.) 





| Before E Except After C....Poor spelling tops the list 
of executive complaints about clerical 
inefficiencies. Second is lack of accuracy, followed 
rapidly by incorrect English, poor arithmetic, and 
illegible penmanship. Almost no complaints were 
received (on this American Business Magazine survey) 
about personal appearance. 





FREE COPIES of the Supervisory Management Newsletter 
issued to encourage Supervisory development 
onunnien are available on request. Write 
Supervisory Management, American Management 
Association, 1515 Broadway, New York 36, N. Y....28 
PER CENT OF ALL MARRIED COUPLES were working in the 
Spring of 1957, compared to 20 per cent at the close 
of World War II....ABSENCES ARE COSTING United 
States industry $2 billion a year, with respiratory 
and intestinal disorders heading the list of ailments. 





September, 1958 











- IBM ELECTRIC 
typing leads 
to big-pay jobs! 


© IBM ELECTRIC typing is easier, less tiring! 


@ Ac this LOW price, there is no longer an excuse 
for not owning an IBM ELECTRIC 

Selected trade-ins. $340 off new machine price. Ex 
pertly reconait ned New look appearance New 
rubber platen New rubber rollers. New ribbon. All 
worn parts replaced 0-day warranty, plus money 
back guarantee FREE cover and 

Specify 12” or 16” carriage; Pica or Elite type; 


AC or DC 


ALSO—ONLY $39.95 (f.0.b. N.Y. hit 


a ¢ Co. trade-ins. Upper case k 
Ideal fo lling. Same expert reconditionit 
guarantee as above. AC or DC $325 








FREE CATALOG: 0y 0.000 machines. i 
clude: Standard or Executive IBM, Royal, Remit 
ton, Underwood, Smith-Corona. Electrics or 1 

it a traction of original cost 
TELL en ne Urge him to order for tl 
ome W rite t lation on ntit 


s} 
Tce ' 
ise 


SATISFACTION GUARANTEED! 


Send check or money order to 


V. |. TYPEWRITERS, INC. 


419 Broome St., New York 13, N. Y., Dept $ 


— 
iV. 1. Typewriters, Inc. Dept. S | 
| 419 Broome St., New York 13, N. Y. | 
| Please ship the IBM Electric Typewriters checked | 
| NAMI | 
7 ADDRESs | 
| cITy ZONI STATE | 
| $99.95 IBM. Check or money order enclosed | 
Ship F.OB.. N.¥ 
| 1 or 16” Carriage Size AC or 1 | 
Pi ica or Elite Type 
| } $39.95 “TBM Check or monev order enclosed | 
| Ship F.O.B., N.Y | 
| AC or D | 
BE ese ethene ern mee I EE al 
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an Oviledion to try 





Q. 
ng an envelope or letter: Mr. James J. Hill. 


Which is the pre ferred way of address 








President: or James J. Hill, President 7 
~ Is it proper to use Mr. if a title is used 
* - Pale ee 
EATON 7“ CALAIS RIPPLE after the name: 
| 4. A title. such as Mr.. Mrs.. Miss. 


, a oe are ce Calaic R; ied 
Join the discriminating people who use Calais Ripple writing Professor, and so on, should be placed 


before the name of every person to whom 


paper. You'll like its distinctive texture, luxurious 


deckled edges and lined envelopes. Calais Ripple is one of a letter is written—both in the inside 
Eaton’s Open Stock Letter Paper classies address and on the envelope. This title 
; F = does not affect the business or executive 

that are always available, always match. | aN nee : : ~aif 

. , ; , | y, va b title that shows the person's official con- 

‘ ors ‘e re 2c senar: ty f | ° ° . . ‘ 
Paper and envelopes sold separately. t AD ® nection with the firm or organization. 
RLU Send your name, address and 25¢ in coin for Om S Such titles follow the personal name. 

- pp for a generous sample (10 sheets, 5 lined | ~ @ Thus. the first form that vou listed is 
envelopes), and get free, an attractive, handy Stamp | a | correct: namely: Mr. James J. Hill, Pres- 
Holder for your purse or pocket. Address: Dept. TS-9, - | ; . 


ident. 


Order promptly and receive 


Offer limited within the U.S. Expires Dec. 31, 1958 FREE STAMP HOLDER 


erTOny 


EATON PAPER CORPORATION <, eb. 5 


* 
one 


PITTSFIELD, MASSACHUSETTS Q. Which verb is correct in the following 
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| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
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With C*BeP There’s 


NO STAIN PROBLEM! 


It’s a fact! Old Town’s new, completely rev- 
olutionary Cobalt Blue Process IS CLEAN. 
COBALT BLUE PROCESS brings a new 
concept to spirit duplicating, eliminating the 
stain iactor without sacrificing one bit of 
operating simplicity. 
® NO SPECIAL PAPER OR EQUIPMENT REQUIRED 
®NO COSTLY HAND CLEANERS NEEDED 
® CAN BE USED ON PRESENT EQUIPMENT WITH 
EXISTING METHODS 
® PROVIDES 350 OR MORE CLEAN, 
CLEAR, COPIES 
CeBeP is the ideal duplicating carbon for 
all PRINTED FORMS ¢ MULTIPLE SETS 
e CONTINUOUS FORMS e TELETYPE 


ROLLS ¢ TABULAR FORMS e HIGH 

SPEED PRINTER SETS. 

Call your nearest Old Town dealer (listed 

in the Yellow Pages) for the CeBeP story 
.or write 


OLD TOWN CORPORATION 
Established 1917 
750 Pacific Street 
Brooklyn 38, N. Y. 








Filing 
Problems 
In Your 

Business ? 





Then get the new R-Kive File—lightweight, 
portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 


Rive File 


2 tor 82% 


Postpaid 





Write For Additional Information 


ei ks, 
fa BANKERS BOX CO., Dept. TS-9 
Por 2607 North 25th Ave. Franklin Park, Ill. 








sentence: Re notice that more than six 
months (have, has) elapsed since the date 


of the sale. 


{. When nouns expressing periods of 


time are considered as a single unit. 
used. In 
tence, six months does represent a period 


of time: therefore. has should follow it. 


singular verbs are your sen- 


3 


FILE 


rr 


Q. Will you please explain the difference 


between excuse me and pardon me and the 


situations that govern the use of each? 


A. The difference between excuse me 
and pardon me is merely one of strength. 
The former is suitable for use in 
paratively 


com- 
unimportant occasions, such 
as when accidentally brushing against an- 
other person. passing between persons. 
and so on. The latter is a stronger ex- 
pression and carries the implication of 
guilt and a wish to be forgiven. It is much 
overused. 


Q. When I type a letter that I will sign, 
whose initials (if any) do I put as typist’s 
initials 7 


A. You should use your own initials. 
The rule is this: Use 
initials when the letter is composed and 
typed by the typist. 


only the ty pist’s 
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tre 


BUSINESS ENGLISH 
Fe a Hf 


c 


SECRETARIAL PRACTICE 
A eaelel 


BUSINESS LAW 


R Robert BR 


| Teles 2.44 4.11, ic) 


Marshall Hann 


TYPEWRITING 


Alan C. Lioya 


BUSINESS ARITHMETIC 
Vivian W. A 


SHORTHAND 


harile 


FILING N 


0. When giving a dictation test. what is 
vrocedure for dictating at a certain rate 


speed it there is no timer available? 


{. We know of no way to time dictation 
without a timer. Experienced dictators 
can often come close to a specifi speed 
without a timer. but most people do need 
one. It should not be difhcult for you to 
obtain a timer of some kind—a wrist- 
atch with a sweep second hand will do 


mieely i a stop watch is not available. 





) We ‘ ‘ ler s e 
* 
side { ¢ / minutes. /s it 
ect ft ise f s v form of a verb 
S Was, i he nmerete ne2zt the m niites otf a 
single meeting s “The minutes was read 
r | t¢ 
1. The noun minutes. referring to the 


official record of the transactions or pro- 
ceedings at a meeting. is labeled “pl.” in 
the dictionaries. Therefore. a plural verb 
is needed. irrespective ol whether the 
minutes are of a single meeting or of sev- 
eral meetings. This plural noun, minutes. 
is not a collective noun, which would 


represent a group of persons, animals, o1 


things 

0). li vou are speaking or writing of more 
4 

fhan tivo persons hat ne a discussion would 
vou sav the dise USSION Was held among them 


between them 7 


{. Ordinarily. between should be used 
in reference to fo persons or things: as 
“The prize was divided evenly — be- 
tween the two students.” Between, how- 
ever, may be used when referring to more 
than two persons or things in order to 
bring each person or thing into the rela- 
tion expressed. In other words. between 
suggests the individuals involved more 
than the situation. Typical examples 
would be: “The three children had but 
Sl between them”: “There are distinct 


differences between New York. Chicago. 


and San Francisco. — 


« 
‘ 


(Continued on page 
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makes dictation so easy to read and write 


The new NOBLOT STENO is a secretary's best friend. Extra 
fine ball point writes clear, neat notes ...and 60% longer. 
Extended ball cartridge lets you see—as you write. Looks and 
feels like a pencil. Beautiful blue pearl polish finish. Brilliant 
blue ink color. The new STENO has all the famous features of 
the NOBLOT Desk Pen: 


NO LEAK, NO SMEAR, NO FADE, NO TRANSFER 39 


Less In quantities 
WILKES-BARRE PA * NEW YORK «© TORONTO SANADA 








QV. l am a secretary in @ S¢ hool and have 
a problem re garding the S¢ hool’s le tterhead 
stationery, on which the principal's name 
ippears ls anvone else allowed fo use this 
sfationery. say a clerk or tear her? Or 


per son t hose 


{. Normally. such stationery should be 

used only by the person (or persons) 
whose name appears on that stationery. 
In the ease of a school. however, there 
is often only one type of stationery avail- 
able—there is no general stationery that 
teachers and clerks could use. If the only 
stationery in your school carries the prin- 
cipal’s name, vou are perfectly correct in 
using it there is no other choice. 

In regular business use, the only per- 
son who could properly write letters on 
this kind of stationery (other than the 
person whose name appears on it) is the 


secretary to the executive. 


Q. I have read several classified adver- 
tisements that give the job classification as 
“Statistical Typist.” What are the duties 
and requirements of this position, and hou 


does one qualify forts 


{. A statistical typist types statistical 
reports from rough drafts or from cor- 
rected copies ot reports. This she does on 
a typewriter with a long carriage. It is 
one of the highest and best paid posi- 
tions for a girl who has tvpewriting skill 
but little or no shorthand skill. To qual- 
ifv for this position. one should be a 
typist who is very accurate and well 


skilled in the typing of numbers. 


() fee 


] 


| 
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_ You can fill all your By 
multiple mailing needs with 
the Dennison Line 
of Addressing Labels 
SHEETS — 3 


The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%. x 
1") on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, biue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels ~*~ lined up until 
snapped apart. 33 labels (2! %¢ 
x 1%6") on a sheet. White only. 





Dennison quality labels plus 


special Dennison gumming 
insure satisfaction. 
Order Dennison_ Addressing 


Labels from Your Stationer. 


. 
eceesceenvoeeeeeeeeeeeeeseeeeeeeeeeeeeeneeeeeeeeneeeeanneeeeeeeeeeeee? . 


sere eee eee eee eee eee eee eee eee ee eeeereneeeeeeeeeeeeeeeeeee 


4-PART SNAP-APART CARBON SETS i 


Dennison Addressing Labels come in 
continuous rolls of 
labels, 3x 1” or3x 1%", ina dispensing 
box. Accurate spacing allows labels to be 
ped with a minimum of adjustment. 
hite only. 


Saninow ~ 


W 












ROLLS 


1000 couponed 


peoeeereeeeerereereeeneeeeeee 


Framingham, Mass. 


*eeee 








QO. / type letters for a man whose fi st 
name ts exactly like that of a girl’s name 
Is it proper to place Mr. before the typed 


name at the complimentary closing of the 


letter? If not. what is the correct way to 
de note that the letter is signed hy a man 
to avoid all replies being addressed to Nliss 
or Mrs 


{. Here are 


to type vour emplovers name: (1) Use 


a few suggestions on how 


only his initial and last name. as 
J. Thompson. (2) Type the initials of his 
as J. R. Thompson. (3) 


ype the initial of his first name. then 


first two names, 


his full middle name. and then his last 
name, as x Robe rf Thompson. 

It is perfectly proper to place Mr. be 
fore the tvped name of a signers identi 
fication. Doing it this way. however. does 
call attention to the facet that his first 


name is spelled exactly like a girl's name. 


. A cucsion with tec , 
x 
f easureme is has Sé l 
typing ss. Ho es one } 
s fo the bhre f r 

f 1ar le ne savs f f tt 
it. O long takes yds. of pet. Hi} 
r sf the ~ é nva ds if not r n hes 7 
Likewise re savs that hox weighed 64 
lbs. 2? oz. Why ts pounds plural but ounces 
sing al . 


A. We wish we could vive vou a real 
explanation for the variation of styles 
There 


seems to be no better reason than con- 


in the plurals of abbreviations. 


vention. 

It is true. of course, that the plurals 
of most abbreviations are formed by add- 
ing s to the singular form. The abbrevia- 
tions of some weights and units of weight 
and measure. however, are the same in 
both singular and plural—as you note. 

The National Standards 


recommends the use of the same abbre- 


Bureau of 


viation for both singular and plural units 
of weight and measure. This reasoning 
is in accord with the general tendency to 
condense and simplify technical material 
as much as possible. 


Al FA 
@ ® 


Coffee Break V, 


QO. / have noticed the word per cent iwrit- 
x 

fen as one word and as two words Is there 
a rule governing its use as one or the other? 
A. The Merriam-\W ebster 


lists both per cent and percent but prefers 


Dictionary 


the two-word form. As the Latin phrase 
from which it is derived, per centum, 
meaning “by the hundred.” consists of 
two words, the two-word form seems pret- 


erable. (Continued on page 12) 
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Is it embarass or embarrass? 

Is this the way to address an ambassador? 

What does this Xw mean? 

How shall | write this report? 

How should this manuscript be typed? 

What is the salutation for a Lieutenant Governor? 
How shall | prepare this cablegram? 


You'll quickly find all the 
answers in this famous guide 





Put yourself on the list of nearly 300,000 top-notch secretaries using the 
amazing SECRETARY’S HANDBOOK — the secretaries who can easily 
find the answers to any question or problem their employers may hand them. 








— 





INCREASE YOUR EARNING POWER 


It’s the secretaries with the knowledge and all- 


Check around efficiency who are holding the highly paid 

positions of responsibility in business. There are 

v complete never enough of these top-notch secretaries to go 
hy around, and today a serious shortage forces business 
52 CONTENTS to offer higher salaries than ever before in history. 
64 PART | You can qualify for one of these high-paying posi- 


es | 1. Capitalization 
| 2. Punctuation 


Ww 


. Hyphenation and 


tions — if you know the answers. 


WHAT THE SECRETARY’S HANDBOOK 
HAS DONE FOR OTHERS 





al Compounds Nearly 300,000 successful secretaries have found 
es 4. Use of Italics the earlier editions of this book an invaluable help. , 
_ 5. Figures Business firms all over the country have placed this 
6. Spelling book in their offices. The new edition is more valuable 
n- a than ever before — it is designed especially for 
| 7. Diction — YOU! If you have any question — whether you are 
8. Abbreviations preparing a manuscript, writing a letter, or sending 
9. Points of Grammar an invitation — you will know you are right if you t 


- | PART Il 


1. Letter Writing 
nm 2. Correct Usage in Letter 


have referred to THE SECRETARY'S HAND- 
BOOK for the answer. Here are 559 pages of easy- 
to-find, essential facts on correct form and usage 


A LIBRARY OF INFORMATION 





Now in a brand-new 1958 


Parts: Official, AT YOUR FINGER-TIPS a. 
ds i a Foreign Facts — THE SECRETARY’S HANDBOOK is a edition. 559 pages of 
. Invitations 


4. Business Announcements 

5. Telegrams and 
Cablegrams 

6. Framing of Petitions 

7. Writing of Minutes 

8. Framing of Resolutions 

9. Constitutions, Bylaws, 
and Standing Rules 

10. Writing of Reports 

11. Preparation of 


13. Proofreading 
14. Making an Index 
15. Rules for Alphabetical 








complete guide to words that are often misspelled, 
tricky word endings, hyphenation and capitalization, 
foreign words and phrases, abbreviations and mean- 
ings, academic degrees . . 


Rules — You'll find explicit rules for the formation 
of plural nouns, the use of pronouns, agreement of 
subject and predicate, tense, the principal parts of 
troublesome verbs, the correct use of adjectives and 
adverbs, punctuation, numerals and figures... 

Directions — Here are the directions for proper 
address, salutation, and complimentary closing in 
letters to government officials, royalty, military 


Examples — THE SECRETARY’S HANDBOOK 
gives actual business examples of orders and ac- 
knowledgments, letters of claim, adjustment, refer- 
ence and recommendation, letters and cards of intro- 


indispensable facts 


The new, fully revised Eighth Edition 
brings Taintor and Monro’s Handbook 
completely up-to-date, and makes it 
more useful than ever before for solv- 
ing the problems that face today’s sec- 
retaries. A greatly expanded Index 
refers you to the right page at a sec- 
ond’s glance. About this secretary’s 
bible, packed with accurate, current 
facts, The New York Times writes: 


Manuscript officers, church officials . . . The correct American, “There is hardly a secretary in all 
12. Compiling a ae Spanish, and Italian this land who would not be glad to 
Bibliography a j have it always at her elbow.” 


10 Day Trial Offer <p 


Filing Used in duction, letters making reservations, letters of SSS SSS ad 
Business Offices application, congratulation and condolence, social " The Macmillan Company, Dept. TS-1 | 
; 16. Sources of Information notes and invitations, formal and informal corre- oS FSS ey ee See oe Be | 
t- Useful to Secretaries spondence ... yee ERS —") - SECRE- | 
—_ § on Day Trial. I 
17. Citations SEND NO MONEY i oe FM ns | ye 6 at i 
18. Inscriptions Pay Postman Nothing—Mail Coupon Today =, piv: a small delivery charge. Otherwise, I | 
ry 19. Programs Read and examine THE SECRETARY’S HAND- oo erence t 
Appendix BOOK at our risk. You send no money. After ten delivery charge.) j 
si Index days we are sure you will agree that this is the most NAME i 
se useful reference volume you have ever seen. i cm a aa aaa ally alec ca 
m. Features 320 actual examples DIED ssnsatiinnrtonteinnsencnessesa ! 
of . en aad at your bookstore or mail the coupon today to: § CITY ...ccccceee SONE .... STATE ..... | 
ef programs. She Macmillan Company ee | CT Oa De I 
9 4 Price subject to change without notice. | 
</ Dept. TS-1, 60 Fifth Avenue, New York 11, N. Y. Reagents pale ring ias Ra CIEE NR a — 





September, 1958 





ne 


a a 


ee tint 





ELECTRIC TYPEWRITER COMPARISON CHART 


i SMITH- Brand Brand Brand Brand 
é CORONA A B c D 


































AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT ’ 
Positive visual indication YES NO NO NO NO t! 


if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES 


indicates bottom margin. 








NO 


88 CHARACTER KEYBOARD 

Standard at YES NO YES NO 
no extra charge. 

KEYBOARD SLOPE 

Key top slanted to fit YES NO NO NO 
natural movements of fingers. 

ROLL-FREE ACTION 

Releases typebar cams YES NO YES NO 


with no “‘scuffing” action. 


4 SAFETY COVER 
-* g Motor shuts off when cover YES NO NO YES 
CUSHIONED TOUCH 


r is raised to change ribbon. 
he 4 Eliminates jar to sensitive finger YES NO NO NO 
fe Ne tips at end of each stroke. 


- ¢ 
Py THE WORLD'S FASTEST 
OF _ ELECTRIC TYPEWRITER YES NO NO NO 
73 


DECIDE FOR YOURSELF! 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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VIEWS FROM THE FRONT OFFICE ON... 


THE SHIRKER 


A monthly column featuring top executives’ 


views on various office situations 


LAWRENCE M. GELB, President, Clairol Ine 


EUGENE DI LUCO, President. Leedall Products Manutacturing ¢ ompan) 


CATHERINE R. READY {ssistant Director. Educational Service Department Bristol-Myers Company 


THE PROBLEM OF THE SHIRKER, accord- 
ing to our panel. is one that snowballs. 
Says Catherine R. Ready. “Never put 
off until tomorrow what you can do today. 
You may find it’s so much fun you'll want 
to do it again tomorrow. Keep up to 
date on all your daily work: proceed ata 
steady pace.” She feels that completing 
the admittedly distasteful jobs quickly 
enables you to go on to the more exciting 
phases of your work. “The eagerness and 
willingness to tackle any type of job 
helps ‘a girl’ become ‘rhe girl’ in her boss” 
eves. 

Lawrence Gelb adds. “Putting off work 
that could or should be done is the first 
sign of inefficiency and the first: sign 
that a secretary is not doing her job.” 

Eugene Di Luco makes the very inter- 
esting observation that the shirker is 
always created. even though unintention- 
ally, by those immediately in charge. 
“The fact that we chose an individual to 
hecome part of our organization indicates 
that the qualifications asked for are 
there.” he says. “As the new worker be- 
comes acquainted with her duties and 
the procedures of the office. she is quick 
to note the assignment of unpleasant 
tasks and how efficiently they are being 
done. If an unnecessary amount of the 
load is given to her or if she sees others 
avoiding work.” he says. “the seed of the 
so-called shirker begins to form.” 

\n occasion that frequently gives rise 
to shirking is the group project. In this 
case one girl may work slowly, just about 
finish what she is assigned. and let the 
others do the main part of the work. 
Lawrence Gelb suggests two things which 
can be done to correct this. “One,” he 
says, “is to convince the girl of the im- 
portance of the work being done. The 
other is to do the work quickly, efh- 
ciently. cheerfully. The girl who sees her 


co-workers doing a job in this manner 
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will usually follow suit. no matter how 
she feels.” “If necessary.” says Catherine 
Ready, “the secretary who is in charge 
of the group should point out her short- 
comings tactfully to the girl and encour- 
age her to face the situation realistically.” 

When is it permissible for a secretary 
to assign some of her duties to another 
worker? There was general agreement 
among the panel members that this was 
a matter wholly dependent upon the sec- 
retary s relationship with her boss and 
the amount of authority delegated to her. 
Generally speaking. she should never 
make such an assignment without con- 
sulting her boss (and possibly the other 
workers boss), unless there is a clear 
understanding that she has definite au- 
thority to do so when the need arises. 
She should of course be certain each 
time she turns over some of her work 
that it is not the line of least resistance. 

“If a co-worker is wasting time.” says 
Mr. Gelb, “a busy secretary can tactfully 
ask for help by saying something like, 
‘Thank goodness you have a little free 
time. Could you help me out of this 
jam? ll do the same for you when I have 
the chance. ~ “However.” adds Catherine 
Ready. “the secretary should try. by the 
manner in which she asks for help, to re- 
flect her positive attitude towards her 
job and her consideration for her co- 
worker.” 

Eugene Di Luco sums up the problem 
by saying that a certain amount of this 
annoying tendency is human nature. He 
says. “The superior should not overlook 
the importance of keeping harmony by 
distributing details as evenly as possible 
and by making certain that a spirit of 
co-operation exists from the very begin- 
ning. 

Indeed. a spirit of co-operation on the 
part of all those involved seems to be 


the answer to the problem of the shirker. 





PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the ‘‘blues’’. 








Sally now takes Midol at ae 
first sign of menstrual distress. 


co 24-page book explaining menstruation 
is yours, FREE. Write Dep't S-98, Box 280, 
New York 18, N. Y. (Sent in plain wrapper). 


‘a “WHAT WOMEN WANT TO KNOW" 
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OXFORD PENDAFLEX: 





Oxford Pendaflex is 
the new concept in filing. . . 
eliminates two-handed struggling with 
old-style slumping file folders and gives you 
finger-tip control of all files. Your filing is so much easier and faster 
because of Pendaflex hanging, sliding folders ...every name tab is 
always visible, every folder opens with a finger flick; misfiling is 
almost impossible. 

Your boss will go for Oxford Pendaflex, too. Because it means easier, 

: less tiring filing for you it also means a faster and more efficient 

records department for him—he gets the correspondence he wants, 
when he wants it. So, do yourself and the boss a favor—fill out the 
coupon and mail it today. 


Oxford Filing Supply Company, Inc. 
Garden City, N.Y. 


r-——----------- 


| OXFORD FILING SUPPLY COMPANY, INC. 
14-9 Clinton Road, Garden City, N. Y. 


Onford Ei or 
° i NAME | 
| 

| 

| 
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NAME — , 
IN FILING STREET. 


CITY STATE 
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Q). On a former job, all the secretari, 
were instructed to address an_ interoffice 
memorandum as follows: 

lo: Mr. J. A. Jones 

From: B. A. Gramm 
Where 1 work now. no one uses the Mi 
except me. 'm wondering if 1 should drop 


t or continue to use It. 


1. In most offices. the title Mr. is 
omitted from both the “To” and_ the 
“From” lines in these memorandums, as 
the object of using this form of commun. 
ication is to make the message as concise 
and direct as possible. 

Of course it is not wrong to include the 
title: and. if your dictator prefers it. by 
all means do so. Such details. however. 


are usually matters of office stvle. 


Q). Il should appreciate knowing whethe 


the word council can be used as a verb 


meaning to provide group of men to give 


counsel to ind l duals Inan organization, 


{. We know of no authority for using 
this word as a verb. The verb that means 
“to advise or recommend: to discuss and 
to deliberate” is counsel. 

To give the particular meaning that vou 
indicate, then, it would be necessary to | 
phrase a sentence somewhat like this: | 
“We will appoint a group of men to coun- 
sel the individuals in your organization.” 


Q. In our office there is a difference of 
opinion as to whether or not the words vice 
president should be joined by a hyphen 
Re should appreciate it if you would settle 


the matter for us. 


4. The Merriam-Webster Dictionary 
prefers the hyphenated form of vice-presi- 
dent, although the two-word form is also 
correct. Business also prefers the hy- 
phenated style. probably because of the 
visual appearance—the hyphen makes 
the word instantly recognizable. The 
hyphenated form is equally correct in a 
sentence or in the address line. 


I work as a bookkeeper in a local 
bank. and I alphabetize and file accounts 
for radio stations. We have an account for 
a local radio station—WZYX. It was put at 
the beginning of the W ledger. Is this cor- 


rect? 


A. The filing rule applying to initials 
is as follows: An initial or letter, as a 
unit of filing and when not a known ab- 
breviation, precedes a name_ beginning 
with that initial or letter. This rule is 
one form of an old library rule, “Nothing 
before something. ~ In other words, the 
shorter unit is filed first. provided the 
spelling is the same to its extent. Accord- 
ing to this rule, then, the placement of 
WZYX is correct. 

Remember. however. that if initials or 
letters are known abbreviations. they 
should be indexed and filed as though 
spelled in full. 


TODAY’S SECRETARY 


























ELE CT: 'RAMATIC ... the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone GMGIM¢G -hKeawel 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 


has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 


Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 
Call your Panama-Beaver man, always a live wire! 


MANIFOLD SUPPLIES CO. 


Brooklyn, New York 











uts wing's on your fingers and money in the bank... 
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In every important category of measurement: 
speed, ease, quality of typing and servicing costs 

the new Royal will outperform any electric type- 
writer made. 

And why not! It’s made by the people with the 
most typewriter know-how. Every feature of this 
truly incredible machine was designed with a pur- 
pose ...to help you produce more and better work 
with Jess effort. 

And your boss can interpret Royal’s superiority 
in terms of dollars and cents, money in the bank, 
because of time and energy it saves. 


What’s more, this new Royal Electric is a won- 


he incredible new ROYAL ELECTRIC! 


derful morale builder. Its streamlined beauty fits 
comfortably into any surroundings. 

Why not ask the boss to try out a Royal Electric 
in vour own office. Your Royal man will be happy 
to arrange a demonstration and free trial. 


ci 
Only Royal offers ‘*Twin-Pak,” ee — 


the instant changing ribbon that hands never touch! 


ROYA L electric 


Product of Royal McBee Corporation, 
world's largest manufacturer of typewriters 
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PORTABLE DICTATING AND TRANSCRIBING 
MACHINE. Called the Norelco “35.” Has 
magazine loading of tapes. Five controls 
handle all operations. Priced at $179.50 with 
choice of either transcription or dictating 
accessories. From North American Philips 
Co., Inc.. Dictating Equipment Division, 


Dept. TS. Hicksville. L. I . Re 





LAMINATE SHEETS. Called “Cleer-Adheer.” The latest entry in the pop 
ular do-it-vourself field. Cut the sheet to fit the object to be laminated 





Stenograph is the machine way in_ short- 
hand. Words are written by sound, in plain 
English letters, or combination of letters. 
These printed notes never get “cold.” 


iress the sheet onto the object by hand. and trim. No heat, equipment. 
or special skill required. Made of DuPont's “Mylar” polyester film 
transparent, pressure sensitive. Gives permanent laminate protection to 


locuments, licenses. photographs, and correspondence—has 101 uses 


lwo 118,- by 8%s-inch sheets, 59 cents. Covers 200 square inches. From 009 ag ng ~y actual api a 
Chicago Desk Pad Co., Dept. TS, 4640 N. Oketo, Chicago 31, Ill Seage e ee oe 
ine 


p E G | 











THE “DOCUMENTOR.”” Restyled Underwood H A S i 
electric. Main features: new kevboard slope. A 
completely coneave keys, reverse tabulator P E T 
key (stops carriage at nearest tal) seiting K A T ‘ 
when moving it from left to right), and ad 
litional key for exclamation point and de- 
«ree svmbol. Comes in warm grav—panels 
above kevboard in contrasting colors Price, Ss H E 
e419 
0) K A L S : 
T H E 
“KLEAN-WRITE” STENCILS. Will remain 100 percent static free in al K A T 
climatic conditions in any part of the world. Especially important fo | Ss P oO T 
users of European duplicating machines and silk-screen machines. De 
veloped after five years of rescarch by the Frankel laboratories—stencil These plainly printed notes show just a 
= one of the newest innovations in the domestic duplicating industry few reasons Stenograph is faster and 
From Frankel Carbon and Ribbon Co., Dept. TS, 285 Rio Grande easier to learn, to write and to tran- ( 
Blvd... Denver, olo. scribe. ' 
‘ 
Stenograph is fast, accurate. Because higher : 
¥ speeds are easily attained, machine opera- ; 
e tors quickly take and transcribe much more 
TAPE FASTENER. Clever but simple—a nar- dictation. They are also able to take top 
row pink cloth tape, a tiny metal slide. Ties level executive conferences, sales meetings, i 


etc. Many high-speed operators enter the 


bundles of envelopes, documents, canceled ; , . 
very well paid and interesting reporting 


checks, ete., for storage. Quarter-in h wide, 








og : profession. 
6 to 54 inches long. Pull one end to tighten, 
the other to loosen. From Schlegel Mfg. Co.. For top jobs and top pay as a stenog- 
Dept. P-F, 1555 Jefferson Rd., Rochester, rapher, secretary or reporter, learn 
NY more today about Stenograph. 
am ee ae ee ee ces a as ee ee a a ae ee eo ee 


Stenographic Machines, Inc., Dept. T-958 
8040 North Ridgeway Avenue 
Skokie, Illinois 


Gentlemen: Please send more infor- 
mation about Stenograph machine shorthanu 


MEMO ROLL. Takes standard adding-ma 
chine tape refills. Can be hung on the wall 
or used flat on desk or table. All-metal base 
of brushed nickel or copper finish. Felt un 
derpad. Price. $1.95. From Pat Products 


Name 


Present Position 


; School 
Division of Ketcham & McDougall, Ine., 
om 5 Address 
Dept. TS, Roseland, N. J. 
City Zone 








Le: cinetoen dn anenahenaiantinansaed 


Perse 
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appearance 
always 
counts 


- 
_~ 
\ 
\ ’ 
AT THE HORSE SHOW .. . you've 
chosen the costume that creates the 
most flattering impression . . . no doubt 
about it! 
IN YOUR TYPING . . . appearance 


counts aplenty, too. That's the reason 
the secretary—whose aim is pleasin’-— 
selects Columbia Ribbons and Carbons. 
She knows her correspondence will be 


tastefully correct! 





RIBBONS AND CARBONS 


CLASSIC* SILK GAUZE* MARATHON* COMMANDER* PINNACLE* RAINBOW* DH & D* TITAN* 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC., GLEN COVE, N.Y. « COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. 


TODAY’S SECRETARY 
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yy ACIOUS. British-born Freda Monkarz is not one 
to sit still. She has called Paris. Geneva, Rio de 
Janeiro home. She has shuttled back and forth across the 
Atlantic the French 
“Liberté’”—more times than she can remember. She has 
taken dictation in Brussels, typed letters in Italy, spent 
vacations in Monaco. All in the line of work; all, too, for 


on the Cunard Line’s “Queens,” 


a cause. Freda is one girl who has combined a job and 
a primary interest. 

Present business address is a seventeenth-floor office 
high in the glass-and-concrete headquarters of the United 


Nations. where Freda is secretary to Robert Hogg. ¢ hief 
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LANGUAGE OF PEACE py ruta & Frost 


Freda and Mr. Hogg set up the day’s schedule. 
Problem: to make sure that the two interpreters 
assigned to each meeting can between them 
cover the five oficial languages—English, 
French, Russian, Spanish, and Chinese. 
**Here’s where Mr. 
Hogg’s judgment and 
finesse play a big part. 
He’s really a joy to work 
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for—he’s fair, makes 





> 


", clean-cut policies, 








Py 
n 
~*~ follows them consist- 

ently. When he’s not 
here, I find I can handle 
many things that come 
up because I know just 
how he'd act ina 


. ° . e 
given situation.® 





Staff members get together after hours for 
everything from golf to dancing. Freda’s 
interests: the U.N. chorus, the dramatic 
vroup, a Russian language course. 

**So many of us are working away 
from home ... it seems natural to join 
together and develop our own 
recreational groups. The Russian? 


It's a challenge.** 





Coffee breaks and t 
times are international 
Usual meeting place: the 
cateteria overlooking 
New York’s East River. 
**Get two or more 
people together here. 
and opinions and ideas 
start flying. As the 
diplomats work things 
out in the council 
chambers, we may be 
doing the same thing 


over a cup of coffee.** 


Important item in the interpreters’ lounge—the “squawk box” that 


carries the proceedings of the various meetings. It's usually sur 


rounded—off-duty interpreters listening intently to keep informed 


of new developments and Freda, when she has a spare minute. 
*°1f I didn’t take a keen interest in the affairs of the U.N. 
and discuss them as widely as possible, I might as well return 
to England and take a position with any convenient firm.** 
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of the Interpreters’ Section. Outside is a fabulous view 
of the New York skyline. Inside is an equally fabulous 
blend of voices and languages, as men strive to prove 
that words, not bombs, can solve the difficulties of a tired 
world. 

To work in such an atmosphere, at just such a place, 
has long been Freda’s goal. And the reason goes back 
to the impressionable growing-up years she spent in 
England. 

These were the years of the Nazi blitzkrieg, when 
hombs were falling nightly on the city of London. Like 
most English children, Freda and her sister were forced 
to leave their parents and take refuge in the country. 
(here were none of the joys. the excitement. the little 


extras that teen-agers take for granted today; rather. 


Inside, looking out—one of the interpreters’ booths 
high above the floor of the council chamber. 
“*The fate of people and nations could conceivably 


hang on the words said here. The accuracy of 
. 


our interpreters is unquestioned—it has to be.® 
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there was insecurity, fear, tension brought about by the 
fight for survival. 

One thing did remain fairly stable—school. By the 
time the war was over, Freda had completed her high 
school education, acquiring, among other things, fluency 
in French (British children start studying that language 
at eleven) and a desire to do something to insure peace. 
A year and a half of secretarial study at the City of 
London College followed; then Freda was ready to step 
into the working world. 

First job: secretary in the British Council, an organi- 
zation designed to promote better understanding through 
the medium of cultural propaganda. under the aegis of 
the British Foreign Office. Next, a two-year stint in 
Paris with the American Joint Distribution Committee. 
a group formed to aid refugees. Freda worked for the 
organization’s tuberculosis consultant. gained a first 
hand glimpse of the terrible toll the god of war exacts 
from mankind. 

In addition to the serious business of supplying world 
aid, Freda’s job gave her the opportunity to see Europe. 
She accompanied her boss on missions to Switzerland. 
Belgium. and Italy; vacationed at places like Capri. 
Sorrento. Juan Les Pins. Always, though, there was the 
idea of doing something more, something vital for the 
cause of international understanding. 

Came 1950 and Freda returned to England, just in 
time to take an exam given by the International Labor 
Organization. Subsequently, she was hired as a confer- 
ence secretary by this agency whose work is co-ordinated 
with that of the United Nations. Base of operations: 
Geneva. 

“Sometimes the work was a bit tedious.” she admits 
now, “many a long typing job, preparing records of 
meetings by précis writers and the verbatim reporters. 
But [| felt that | had a real share in something im- 
portant.” 

When an ILO conference was scheduled in Rio de 
Janeiro. Freda was assigned to it. Once in Rio she de- 
cided to stay in the Western Hemisphere and came to 
New York. Where to go job hunting? Why not the 
United Nations itself. 

The United Nations Secretariat, where Freda works. 
is a 39-story glass-and-steel monument to the war-weary 
world’s effort on behalf of peace. Here people from all 
nations carry out the day-to-day functions of this inter- 
national organization. Freda was first assigned to the 
Conference Service—basically a large secretarial pool. 


Then through her own fine (Continued on page 34) 


Morning huddle at the assignment board. 
Freda explains some last-minute changes. 
°*We can have the ‘perfect’ schedule worked 
out when a frantic phone call informs 

us of a change of plans or a minor crisis. 

Back we go to reassigning, rechecking, hunting 
down off-duty interpreters. There are days 
when I'll walk the length of headquarters (about 
five city blocks) several times an hour.** 








| Sepaane September and the days grow short, the nights 
A turn cool, and the sound of the school bell is heard 
in the land. From beaches and mountains, from summer 
jobs and summer camps, from every corner of the coun- 
trv. some forty million students hear the call and come 
trooping back—some, we might add. a wee bit reluctant- 
ly. They return to ever-growing school systems. to new 
buildings and implemented teaching staffs. to a variety 
of new books and visual aids. For in the United States 
education is booming. And going right along with it is 
the job of edu ational secretary. 

Just who is the educational secretary and what does 
she do? Well... 

She’s the girl who dispenses first aid and soothing 
words when a nine-year-old is accidentally injured by 
another playmate. 

She’s the girl who lends a helping hand to college stu- 
dents when they want to make changes in their class 
schedules. She gives courteous attention to the student's 
story. helps him to obtain the necessary approval. and 
then makes out the new program. 

She’s the girl who receives a phone call from a har- 
ried mother who has inadvertently sent along a raw egg 
in her son’s lunch box. Would the secretary retrieve the 
egg. boil it. and get it back to the bov? Yes... the egg 
was successfully hardboiled. 

She's the girl who knows just how busy classroom 
teachers are. tries to save the time of those who want to 
see the administrator by calling them when he’s free. 

She’s the girl who acts as official follow-upper for the 
Board of Education. She phones members to remind 
them of scheduled meetings. changes. new plans. tours. 
She arranges. too. for the use of school buildings by 
Various community groups. 

She's the girl who makes arrangements with the local 
newspaper for a certain amount of space each week in 
which to list school events. 

She's the girl who calmly listens to the tirade of an 
angry father this Susie didnt pass algebra) and 
smoothes his ruffled feathers. the girl who smilingl) 
cuides VIP’s on a tour of the building (even though het 
work is piled high). the girl who leads the cheers at the 


high school football came. 


\S MIGHT BE GATHERED from the above. the educational 
secretary s job deals more with people than with things. 
Phone calls are numerous. visitors throng her office 
students. faculty members. parents. salesmen. officials. 
the public in general. To many. she is the first contact 
with the school system: to some. she may even be the 
only contact. She's the only voice they hear over the tele- 
phone, the only person they ever talk to—the impres- 
sion she makes is the impression these people receive of 
the school. Thus. in a field that depends so much on 
public support. it well behooves the secretary to do her 
best, say her best with each and every visitor and caller. 
Too, she is often the liaison between administrator 
and staff. the recipient of many confidences—official and 
personal. Discretion is a main asset; so are tact, under- 


standing. co-operation. 
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TODAY'S SECRETARY 


Behind the contact work. there are other tasks—al- 
most infinite in variety necessary to keep office. school. 
community relationship running smoothly. The educa- 
tional secretary collects material for and first-drafts an- 
nual and monthly reports. keeps student and staff ree- 
ords. assigns substitute teachers. She works on budgets, 
mav handle the bids and letting of contracts. may act as 
cashier in the cafeteria or at athletic events. may serve 
as “money changer for students. She’s responsible for 
ordering and distributing textbooks and supplies, for 
handling arrangements for assemblies and commence- 
ment festivities. for “memo-ing” other schools whenever 
something comes up. The school play may want her as 
producer; the school newspaper may require her editing 
talent. And, in addition. there is the usual oflice work 
typing. dictation. filing (and oh the paper work in- 
volved in school affairs! ). making appointments. 

“Life is never routine.” smiles an elementary school 
secretary. Then she sighs. “But there just aren't enough 


hours in the day.” 


For sUCH A VARIED JOB, what type of girl is needed? 
To find out. we checked with the National Education 
Association. which conducted a survey among school 
and college administrators. asking them just what edu- 
cation, experience, and personal qualifications they pre- 
ferred in secretaries. The high points of the survey are 
as follows: 

Education: Most administrators expect only high 
school graduation plus a few business courses. Those on 
the college level would prefer some college training. But 
when asked what training was desirable, administrators 
set their standards on a higher level. High school plus 
business college or general college was overwhelmingly 
favored. 

Experience: More than half of those queried preferred 
to have educational secretaries trained on the job after 
they have had basic secretarial preparation. About 1 in 
| liked employees to have had experience in business; 
about 1 in 5 preferred previous educational experience. 
How much experience? Administrators agreed that two 
years experience, prior to appointment, was just about 
right. 

Personal qualities: Accuracy. integrity. loyalty, and 
honesty ranked “tops” with administrators. Closely fol- 
lowing were such “musts” as good skills. intelligence, 
sense of humor, a real interest in education. For deal- 
ing with parents and the general public, those ques- 
tioned declared that educational secretaries needed cour- 
tesy, tact, discretion. In student contacts. patience and 
firmness took over as number one qualities. 

Just what does the educational secretary receive in 
return for her hard work, her experience, her desirable 
qualities? Money looms as about the most tangible re- 
ward. of course, and salarywise the picture is improving. 
Admittedly, there are still some areas where the begin- 
ner may start at a lowly $1200-$1400 a year, but this is 
the exception rather than the rule. Minimum salaries are 
generally in the $2500-a-year class—and this may be for 


only ten months’ work. Maximum salaries may range as 
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high as $10,000 a year in certain of the larger school 
systems for administrative and executive secretaries. 

Need we state that after the first salary scale and the 
necessary period of experience, it’s pretty much up to 
the individual girl as to just how high and how far she 
goes ¢ 

In many school districts. educational secretaries enjoy 
the same tenure, retirement. and sabbatical-leave privi- 
leges as teachers. Vacations are lengthy—three or four 
weeks is common. a ten-month schedule is not uncom- 
mon. And. of course. schools are more liberal about holi- 
days than are most business houses. 

There are many types of jobs available in the educa- 
tion field. They range from small elementary schools to 
large ones: all kinds of specialized and general second- 
ary schools; administrative, business. and special serv- 
ices offices; college and university offices; small sys- 
tems or large systems; state departments of education 
and county superintendents’ offices. You can take your 
choice. 

In every area of the United States. there are jobs to 
be had. As the population increases. so does the need 
for an ever-expanding school system. More pupils call 
for more teachers and more classrooms. The inevitable 
result: more secretaries are needed. too. And this is 
true on all levels of education. from the primary grades 
to the graduate schools. 


As THE SCOPE OF THE educational secretary has broad- 
ened. so has her need for recognition and professional 
status. Foremost in the fight to achieve both is the Na- 
tional Association of Educational Secretaries. Organ- 
ized in 1935, it became a department of the National 
Education Association in 1946. Membership has in- 
creased rapidly as more and more secretaries in the 
field realize that “in union. lies their strength.” 

NAES’ four-point program of Service, Information. 
Fellowship. and Recognition has been furthered by a 
three-times-yearly magazine. a newsletter, and three 
books, File 1t Right, Blueprint for Action, and Action 
and Reaction—all geared to help the good educational 
secretary become even better. 

In addition. NAES has organized a_ Professional 
Standards Program through which it awards nine 
orades of certificates. Each certificate gives considera 
tion to and recognition of three main areas: Experience. 
Education (academic training and/or NAES tests). and 
Professional Activity (membership in national and state 
organizations). Inherent in the program are possibili- 
ties for immediate recognition of the current status of 
an educational secretary and potentialities for her con- 
tinued growth. 

Many states and school districts have their own or- 
ganizations, too—all determined to help advance the 
educational secretary. 

And what of the future of our girl? It can be what- 
ever she wishes to make it. If she can accept the chal- 
lenges, take advantage of the opportunities, advance 
with the times, her possibilities are unlimited. It’s really 


up to her. 
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ALICE LOFBLAD is a fighter — for increased 
recognition for educational secretaries in gen- 
eral, her own psychological branch in partic- 
ular. In their support: organization of the 
Long Island chapter of NAES, articles, work- 
shops, talks. Her boss, a brilliant, gently 
spoken woman, bears the rather formidable 
title of “Chief Psychologist and Co-ordinator 
of Psychological Services” in the mushroom- 
ing Great Neck~Public School System. All the 
work of the entire department channels through 
Alice’s office, and she describes her day in a 
neat, meaningful equation: 10 psychologists 
+ 1 consulting psychiatrist — 2 secretaries = 
WORK. In spite of the 8:30 to 4:30 avalanche, 
she loves her job, feels that it gives her a 
chance to be of real service to others. She took 
it because of her own interest in psychology, 
declares emphatically that an understanding 
and acceptance of that subject are prime re- 
quisites for the secretary in the field. Also 
necessary: the stabjlity and objectivity to re- 
main uninvolved emotionally with the prob- 
lems that cross her desk. Main contacts, in 
addition to staff members, are with parents. 
Best approach in dealing with them: empathy. 
You quickly learn, she says, to answer all 
questions satisfactorily, without giving out 
confidential information — a must when your 
work involves people, not things. Between job, 
after-five activities connected with NAES, an 
understanding husband, and two college-age 
children, she doesn’t have: many leisure mo- 
ments — greets her four-week vacation with 
“a small sigh of relief.” 
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NANCY YAROSH ... 
works mainly with the administrative 
heads of schools rather than with pupils 
and teachers. Her job: secretary in the 
husy office of the District Superintendent 
in the Philadelphia School System. The 
day starts a little before eight with a 
morale-building cup of coffee. ends at 
four (usually) with some last-minute re- 
ports. In between are “first-thing” phone 
calls from the day’s to-be-absent teachers 
“particularly bad when transportation 
is tied up by bad weather or when illness 
is prevalent”—a subsequent rush to find 
the best substitutes available and to get 
them to the right places at the right time, 
mail, telephone relay messages (re: civil 
defense drills, special meetings, etc.) to 
all schools in the district. endless ques- 
tions—all to a background of piped-in 
music. Says Nancy, “Its utterly impos- 
sible to be bored.” She bec ame a s¢ hool 
secretary after a fling in the business 
world and the discovery that she had no 
sense of purpose or accomplishment there. 
For others who want to follow her career 
she lists the following personal qualifi- 
cations: maturity in the fullest meaning 
of the word, a sense of humor. respect for 
people, faith in the power of education. 
Needed, too, is an interest in those fields 
where one may gain an insight into peo- 
ple—reading, music, theater, travel. re- 
ligion, history. While a great respecter of 
formal education. she feels that self- 
education must go along with it. Her own 
ob is an educating process in itself: its 
only disadvantages—the increasing com- 
plexity of the position. the ensuing con- 
stant pressure. Somehow Nancy manages 
to find time to devote to the Philadelphia 
branch of NAES, plus her “likes”—fam- 
ily. friends, good talk. golf. weekends in 
New York. Two “dislikes”: lukewarm cof- 
fee that should be hot. tepid tea that 
should be cold. Possessed of the delight- 
ful faculty of really enjoying life. she 
comments: “If there isn't one funny 
thing that happens each day. with either 
your co-workers, a teacher. a parent, a 
pupil, or yourself, youd better take one 


of your sick days’ leave of absence.” 


ISABEL PADDOCk ... 

finds that visitors and accounting are her 
two main time consumers. The visiting 
list may include teachers. parents, sales- 
men, contractors, the public in general. 
With them she uses a wonderful tech- 
nique: time to state ones case over a 
leisurely cup of coffee. Her only regret 
about this part of her job—she misses the 
contacts she used to have with students. 
But she finds recompense in working 
closely with the teaching staff. The ac- 


counting—"‘all done manually, thus tak- 
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ing a tremendous amount of time” 


involves payrolls, insurance, reports, 
budgets. As secretary to the District 
Supervising Principal in Warwick, New 
York, she must attend all Board of Ed- 
ucation meetings, many of which run long 
after midnight. Next day—be it weekday, 
Saturday, or holiday—she has to type up 
a full report of the proceedings. Under- 
standably, she believes that the girl who 
wishes to enter this field must be a good 
worker, a clock-forgetter. In return she 
will receive the satisfaction one gets from 
helping others. plus lots of varied, inter- 
esting work. Isabel just about fell into 
her job—in high school she occasionally 
substituted for the school secretary, was 
asked to stay on permanently when the 
girl got married. “I’ve been around ever 
since—and glad of it.” An avid believer 
in “growing with a job.” she enthusiastic- 
ally supports NAES, tries to attend the 
Institutes sponsored by the Association 
in conjunction with colleges and univer- 
sities. serves as treasurer of the Associa- 
tion. Educational secretaries as a group 
do not receive proper recognition, she 
feels, but “give us time.” More time is 
one thing she herself could use. but in 
spite of long hours and an ever-increasing 
work load, she looks forward to each day, 
describes a typical one as “complete 


bedlam from start to finish.” 


RACHEL MAYNARD... 

graduated from the University of Ari- 
zona and soon found herself back on the 
campus, this time in a secretarial capac- 
ity. Present position: secretary to the 
Dean of the College of Business and 
Public Administration. Working in the 
field of ideas, she finds, is stimulating, 
engrossing—college students and _ profes- 
sors form an interesting group. She spends 
the “most time” in talking with both, is 
a firm believer in the old adage “You 
can catch more flies with honey than with 
vinegar.” A secretary sets the tone of the 
office, she notes. If she always greets 
visitors pleasantly, makes them feel wel- 
come, is sincerely interested in their 
problems, then she'll have no trouble in 
getting along with people. In addition 
to numerous callers. Mrs. Maynard's day 
includes such diversified tasks as super- 
vising the work of four girls, answering 
the Dean’s phone “at least 40 times,” 
drafting budgets. writing letters, house- 
keeping the building (issuing elevator 
keys, room keys, arranging for repairs, 
consoling faculty members when rooms 
are too hot or too cold). Preparation for 
the girl who wants to become a college 
secretary: superior technical skills, a col- 
lege degree. Assets: a sense of humor, 


genuine liking for people, ability to ac- 


cept new ideas quic kly. No disadvantages 
to her job, our interviewee reports, with 
one exception—she has to work on Satur- 
day morning. Proud to be a secretary, 
Mrs. Maynard feels that many girls re- 
main “that girl in the office” rather than 
becoming “my secretary” because they 
are not willing to devote time and effort 
to doing a really good job. A dynamo her- 
self, she is the new president of NAES, 
gets up at 4 a.m. to do her association 
work—*“aided by several cups of coffee 


and my five cats.” 


ANGIE HOLMS... 


comments that the routine in the front 
office of a secondary school is never dull 
—“there are no ruts.” Witness one brief 
segment of one day in her office at the 
Alhambra (California) High School... 
“ringing bells for the special assembly 
while listening to Mrs. Jones on the tel- 
ephone asking for additional tickets to 
the commencement program (two rela- 
tives from out of town) ... and all the 
while reaching for the keys to the trophy 
case (the activities director wants to add 
the latest) and staring at the typewriter 
with its half-finished agenda that the ad- 
ministrator must have for a one o'clock 
meeting. It all gets done on time—some 
how,” she concludes optimistically. Why 
did she enter this somewhat harried ex- 
istence? “I believe my daughter expressed 
it perfectly—If I must have a working 
mother, its wonderful to have one who 
speaks my language and understands my 
interests in school.’ ” Educational secre- 
taries, she continues, must know some- 
thing about everything—from the school 
code, curriculum, and textbooks to the 
names, addresses, and phone numbers of 
the new P.T.A. officers to what is being 
served on the tray lunch each week. Min- 
imum requirements for a job in this area: 
high school and some business college 
training. A distinct advantage: college. 
At Alhambra, Angie meets many people, 
feels that anyone who enters this field 
must enjoy meeting and working with 
people from seven to seventy; must have 
initiative, ingenuity, and resourcefulness: 
must be well groomed, cheerful, and tact- 
ful. About overtime—she finds herself 
involved in many after-five activities con- 
nected in one way or another with her 
job ... “the football games, the forums, 
the senior plays, and concerts that you 
just can’t bear to miss because a favorite 
student or teacher is participating 

also, the meetings, workshops, conven- 
tions of NAES.” But she loves every busy 
moment, concludes, “If you like variety, 
if you can do many tasks rapidly, if youth 
stimulates, rather than irritates, you, 


there are no disadvantages.” 
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THE ENVELOPE RIDDLE 





by Barbara Habley 


You use envelopes every day at work. probably with- 
You tear them, slice 
all 


without realizing that a little careful planning is all you 


out giving them much thought. 
them. cut them. and. sometimes. throw them away 


need to make them do more for you than simply carry 
letters. The right envelope used at the right time can be 
both economical for your boss and a sign of your own 
eflicienc w. 


But sizes. shapes, and general styles of envelopes vary 


CORRESPONDENCE ENVELOPES_~-_J JU 


for folded half. 


1. Commercial: letters that are in 
then in thirds, 

2. Official: for letters that are folded into thirds. 
3. Diagonal Seam Open Side: for large First Class 
mail. Shape and position of the flap make this envelope 
quickly recognizable as carrying First Class mail. You 
should write. type. or stamp “First Class” on the face 
of the envelope. too. (Or better still, have the phrase 
printed on the envelope. ) 

1. Side Seam Open Side: same use and purpose as 
diagonal-seam. open-side envelope. Both of these en- 
velopes may be printed with a diamond pattern on their 
borders. Colored dark green, the pattern is an instant 
reminder that the envelope should travel First Class. 
5. Window: part of the face of the envelope is cut out 
to allow the address (typed on the enclosure) to be seen. 
This feature eliminates the need to type the name and 
is often covered with some 


address twice. The “window” 


transparent material—generally glassine. Cellophane and 
acetate are also used as a protective covering. While 


slightly more expensive than glassine, these materials 


almost to the point of confusion. When to use which? is 
the perplexing question. Here. presented for your easy 
reference, are a few suggestions that may help you an- 
it. 

(Editor’s Note) We wish to thank the following com- 
panies for their help in gathering information for this 
article: U. S. Envelope Company. Direct Mail Advertis- 


swer 


ing Association, Incorporated, and Pitney-Bowes.  In- 


corporated. 


add 


quality and distinction to any mailing. for they have 


attractiveness to mailing. Window envelopes add 
been connected with important mailings from businesses 
such as banks. government agencies. and insurance com- 
panies. 

6. Dry Seal: most recent method of envelope closure 
can be obtained on almost any style envelope but is 
mainly used on envelopes that carry First or Third Class 
mail. No moisture is needed to seal the flap. Instead. 
there are two strips of latex (one on the body of the 
envelope and one on the flap) that stick together. Bulky 
or uneven enclosures are quickly sealed into a dry-seal 
envelope. This method of closure is also advisable for 
use with mailings that cannot be sealed mechanically. 
Dry-seal envelopes are slightly more expensive than are 
those with regular glued flaps. 
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AR AAR on nccccrccccs 


1. Commercial: printed with the red and blue border 
that distinguishes Air Mail from other classes of mail 
carries “Air Mail” or “Via Air Mail” printed on its 
face. Air Mail envelopes may be made from regular 
white paper or from thin lightweight paper. The lighte1 
weight envelopes are often printed with an inside de- 
sign to make them less easv to see through. 
2. Official Air Mail: larger. but printed exactly the 
same as commercials—-usually of sturdier paper stock 
It is always preferable to use a standard Air Mail en 
velope than to affix an Air Mail seal or to type “Via Ait 
Mail” on a regular envelope. Writing “Air Mail” on the 


envelope by hand adds just that much more io your 


work, 


MISCELLANEOUS MAIL ENVELOPES_------ UL 
1. Clasp: made from heavy paper stock, has a metal 
clasp and a gummed flap. This envelope is primarily 
manufactured for Third and Fourth Class mail (but it 
may carry First Class mail if it is sealed and if it is 


} 


marked “First Class” on its face). The clasp closes but 


does not seal the envelope This feature protects the en- 


closure from falling out and enables several pieces of 
different sizes to be mailed in the same envelope 

2. String and Button: has a button on the flap and a 
button on the envelope. [It is closed by winding the at 


tached string around both buttons. This tvpe of envelope, 





If vour office operates on other than a local basis. you 
should work out a policy that will decide when a letter 
should be sent Air Mail. Rules to remember: (1) Im- 


portant mail should be delivered by the next morning. 
(3% 


Use regular envelope and postage for mail that will 
travel 150 to 200 miles. (3) Over 200 miles. use Air 


Mail envelope and postage. 





soa =, 
< OS 
nr 








as with the clasp style discussed above. may be closed 


o protect the enclosure. but it may be opened for postal 
inspection. The string-and-button envelope is a_ little 
more expensive than the clasp. but it is easier to use 
for mailing bulky pieces because the fastener and the 
envelope do not have to line up for closure Both the 
clasp and string-and-button style do heavy-duty work 
3. Open End: has no clasp or buttons. The flap on this 
envelope may be gummed or ungummed, depending on 
your preference. When mailing is sent unsealed, the flap 


is simply tucked into the envelope. 





























SPECIAL PURPOSE ENVELOPES_---_-- JJ 


1. Utility: has an open end. side seams. Both the face 
and back of the envelope are free of seams. so that the 
entire surface may be used for advertising. 

2. Two-Compartment: First Class mail can be de- 
livered at the same time as Third or Fourth Class mail. 
\ letter. placed in the outside compartment, is sent with 
First Class postage. Third or Fourth Class pieces, in the 
larger compartment, are sent with their respective post- 
age. The entire package travels at the rate of Third or 
Fourth Class mail. 

3. Postage Saver: the side flap is ungummed and may 
be pulled out for postal inspection. “Spot-of-glue” post- 
age saver has a small drop of glue on the loose flap and 
is printed with the instructions Pull out for postal in- 


syection on or near the loose flap. 
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Third Class mail should also be sent unsealed. In ad- 
dition to the envelopes discussed, the clasp and string- 
and-button types may be used for Third Class. 
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MAILING MEMOS —-—--------— 


1. An envelope should have no more than one return 
address. 

2. You can use a special “picture” window in your 
envelope to display part of its contents. This special 
window should not interfere with the cancellation of 
the stamp or with the return address. 

}. Window envelopes used for registered mail must have 
a transparent patch that covers their openings. 

1. First Class mail is sometimes less expensive than 
Parcel Post for mailing small packages to distant points. 
5. Most post offices receive 75 per cent of the day's 


mail in the late afternoon or early evening. 


». You do not have to pay a fee for a post oflice license 


to use a postage meter, 


All inquiries with regard to postal regulations should 
be made to your postmaster. 
&. “Form 3547 Requested.” Print this in the lower left- 


hand corner of the envelope for Third and Fourth Class 





POSTAGE 


FIRST CLASS KIND 


Letters and all matter partially or wholly Letters 

in writing, including carbon copies (ex- Cards 

cept authorized additions to second-, 

third-. and fourth-class mail), and mat- Business Reply Envel 
ter sealed or closed against inspection. opes 


Business Reply Cards 


AIR MAIL Letters 


Cards 


Business Reply Envel 
Opes 


Business Reply Cards 


SECOND CLASS 


For publishers outside the county of pub- Editorial 
lication: rates for newspapers, weekly 
newspapers, periodicals, and all publica- 
tions are governed by reading portion 
percentage, advertising portion percent Advertising zone rates 
ape, and zone. 


Minimum Rate 


Transient: newspapers. magazines, and 
other periodicals mailed by the public. 
Sample copies in excess of 10% allow- 


ance. Copies to persons not included in 
the list of subscribers. 


THIRD CLASS 


By individual piece: Circulars, merchandise, 


and miscellaneous items 


Books and catalogues 


Bulk mailings: Circulars. merchandise. 


and miscellaneous items 


Books and ( atalogue < 


Nonprofit organizations 


Odd Sizes e 





Permit fee 
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mail. The post office will then notify you when the mail 
is not deliverable as addressed and will supply the for- 
warding address (if available). This will help you to 
keep your direct-mail list up to date. 

9. To speed your outgoing mail at the post office. bun- 
dle it into two groups labeled “local” and “out of 
town.” 

10. If you miss the last mail collection at the office. 
you would be wise to take the mail to the nearest post 
office instead of an outside mailbox. There may be no 
immediate collection at the mailbox, and your mail 
could conceivably be delayed an entire day. 

11. Certain types of Third Class mail may now be sealed, 
provided the envelopes used measure more than 5 inches 
wide or more than 11'2 inches long. Merchandise. books. 
or catalogues should be in envelopes 5 by 11% inches or 
smaller. The envelopes must be prominently marked as 


to contents. 


RATE S -----------— 


UNIT RATE 
Ounce le 
Each te 
O«¢ 
Ounce 
ac h se 
Ounce i¢ 
Each “Te 
Ye 
Ounce 
Each i¢ 
Pound 1.95¢ [Il p about 10° each vear be- 
ginning January 1, 1959, 1960, 
1961 | 
Pound From 1.95 (Zone 1) [Up about 20% 


To 9.10 (Zone 8) each year begin- 
ning January 1. 
1959. 1960. 1961] 


Piece ¢ [I pp c each veal beginning 
January 1, 1959, 1960. 1961] 








First 2 07 2¢ 

Added ounce le 

First 2 oz. y 

Added ounce 1 4¢ 

First 2 oz. rT 

Added ounce | 2¢ 

Pound 146 | Effective Jan. 1. 1959—16e} 

Minimum per l'¥2¢ [Effective Jan. 1, 1959—2e: 
piece Effective July 1, 1960—2' 26} 

Pound 10¢ 

Minimum pel l ( | Effective lan. l. 1959—2e: 
piece Effective July 1, 1960—2'2¢] 

Minimum pet le | Effective Jan. 1, 1960—1%e] 
pie e 

Minimum per 6¢ 
piece 

Year $10 | Effective Jan. 1, 1959—S20] 
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Lock, Bess 


—’M MAKING A SPEECH 
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TEN RULES FOR SPEAKERS 


|. Prepare your speech well in advance. 


te 


4. Put your audience at ease. 


Be convinced that what you have to say is well worth listening to. 


Start your speech with an attention-getter. 


5. Win your audience to your point of view. 


6. Give your audience examples or case histories to prove your points. 


8. Keep well within your time limit. 


7. Stick to your subject and dom 't go off on a tangent. 


9. Summarize your remarks to help your audience remember them. 


10. Wind up your speech with a clincher, so that your audience will act on your 


suggestions immediately. 








One of the best attended sessions at 
the recent convention of the National 
Secretaries Association (International) 
was a three-hour forum on public speak 
ing. The subject was chosen to tie in with 
the theme of the convention, “Adding 
Color to the Rainbow.” in order to help 
sood secretaries do an even better job. 

Just whv does a secretary want a work 
ing knowledge of public speaking? Rea 
sons vary. The majority of those attend 
ing the forum wanted to increase their 
poise and self-confidence. Others wanted 
to learn about public speaking so that 
they could be more helpful when their 
bosses had to prepare spee hes. Some of 
the secretaries held offices in NSA (1) o1 
in other clubs and thought the session 
would benefit them in conducting meet- 


ings. 


here were more specific reasons, too 
For example, each year a number of se 
retaries are invited to speak to high 
school classes at “Career Day” programs. 
One top-notch secretary regretted turning 
down such an invitation because she 
feared getting up before an audience. 
After the forum she confided, “If the 
school asks me again. I'm going to tackle 
it!” 

Another girl told me that several years 
ago she had been asked to appear on a 
panel of businesswomen before an office 
management group. “I wouldn't have 
missed the chance to “put in my two « ents 
worth’ for anything. Later. | studied pub 
lic speaking seriously. Taking part in 
programs is an invaluable experience. 
You meet a lot of interesting people, 


it's fun—and my boss considers it an ex 
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cellent way to build good will for our 
firm. 

Many bosses place a high value on their 
employees’ Hair for public speaking. In 
the words of a prominent Chicagoan. “The 
one thing that puts a person out in front 
n business and keeps him there—out- 


side of the wise decisions he makes Is 


is ability to express himself.” 
Happily. being able to “speak your 
is a skill that can be 


(Jood speakers are made. not born. How 


piece” cultivated. 
can vou develop this abilitw? There is no 
formula. judging from my conver- 


make 


sations with secretaries who have ac- 
quired this art and from my own experi- 
ence in talking to various groups. How- 
ever. | have gathered a number of ideas 
that should be helpful. whether vou want 
to put your ideas across to one person or 


to a group of people. 


l. i here fo Begin 

If you live in a large city and have the 
time and money. there are a number of 
cood public-speaking courses available. 
The Dale Carnegie Institute. to cite an 
example. recently launched a special 
course for career girls. 

Quite a few secretaries have received 
their speech training through joining a 
( lub. These 


base their programs upon impromptu and 


local Toastmistress groups 


prepared speeches made by their mem- 
bers. Membership is limited to 30. so 
that everyone gets a chance to take part 
in the semimonthly meetings. In addition, 
to give 
take 


over. An important feature is the evalu- 


officers are elected twice a vear 


each member the opportunity to 
ition of speeches whereby members crit- 
icize each others efforts constructively. 

However, you don't have to take a for- 
mal course or join a special club to learn 
to speak, You 


a “de-it-yourself” project with good re- 


an make public speaking 
sults. 


2. The Floor Is Your Oyster 

\ good practice ground, yours for the 
asking, is the club or clubs to which you 
already belong. As a member, you are 
entitled to the floor whenever you have 
something to say. Next time you attend 
a meeting, start out by seconding a mo- 
tion made by someone else. 

Introducing a motion yourself is an- 
other way to practice. Have you ever 
noticed the silence after the club presi- 
dent asks for a motion? You can help 
her—and yourself. All you have to do is 
rise and say, “Madam President, I move 
that...” You may feel a few butterflies 
the first time, but by the second or third 
try you Il feel like a pro. 


If you are self-conscious about having 
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all eves upon you. vou can gain assurance 
front of a 
Watch for any 


distract 


by practicing in mirror at 
mannerisms that 


One 


home. 


may your audience. secre- 


tary who tried this plan was surprised to 
discover that she was constantly wringing 
her hands. After a few “mirror” sessions. 
she overcame the habit. 


Your 


occurs when the president calls for dis- 


real chance to “rise and shine” 
cussion on a motion. If vou have positive 
views on a subject. state them. A super- 
visor commented: “At first. | was uneasy 
about getting up at club meetings. But 
our president always said that the officers 
wanted to carry out the members’ wishes 
and that they couldn't do it unless we ex- 
pressed our opinions. That encouraged 
me. | felt | was really contributing some- 
thing by speaking up.” 


Many 


appointed the chairman of a committee 


a clubwoman has found herself 


because she made known her views on a 
certain subject. If you have time to head 
a committee. you can learn a lot by con- 
ducting its sessions and by reporting on 
your progress al regular meetings. You Il 
be working toward your club's success 

and youll be cultivating your speaking 


ability. 


3. Spreading Your HW ings 
After vou taken a 


part in club affairs. you may become eager 


have more active 
to spread your wings. Some organizations 


maintain speakers’) bureaus—members 
volunteer to =peak to other groups about 
pet projects, charities. or civic drives. 
Other clubs enlist their own people to 
take part in special programs. Speakers’ 
bureaus and club programs offer excellent 
training for the secretary who wants to 


learn how to speak well. 


!. Preparing Your Speech 
Preparation is the key to a good talk. 
Know your subject well—you can thus 


present it effectively and confidently. 
Knowledge and conviction are closely re- 
lated; together they will win half your 
battle. 

If you are asked to make a speech, set 
the subject definitely with the program 
chairman. You may be given a topic like 
“Improving Our Secretarial Efficiency.” 


much too broad to 


cessfully, and the audience wont know 


This is cover suc- 


what to expect. Narrow the topic to 
“Organizing Our Days Work” or “Ten 
Typing Short Cuts.” 

Pick a subject that really interests you, 
so that you can transmit your enthusiasm 
to the audience. If the idea suggested 
-leaves you cold, you can’t hope to fasci- 
nate your listeners with it. An intriguing 


subject will make your preparation easier, 


because you ll be anxious to learn about 
it and to share your findings with those 
who hear you. 

If your speech is to include statistics, 
check them carefully. Try to present them 
in an easy-to-grasp form. Statistics will 
mean more, too. if you use comparisons. 
For instance. in showing how our wage 
scales differ from those of Russian work- 


ers, you might say that a Russian must 


work forty hours to pay for a pair of 
shoes: the worker in the United States 
can buy them by working only eight 


hours. 


>. Organizing Your Material 

Your experience in writing business 
letters and reports will help you in com- 
posing your talk. Make an outline of the 
main points. in the order of their impor- 
tance. Under these, note any illustrations 
or case histories you want to include. 

Nlost cood speakers have mastered the 


knack of 


audience immediately by helping them to 


getting the attention of the 
identify themselves with the subject. For 
example. one woman electrified her lis- 
teners by starting out: “Within the next 
few years, three out of every thirty-three 
this their 


room will reat h 


\ ill you be 


people in 
career goals, one of the 
three?” 

The body of her speech contained facts 
that 


theme. She hammered home point after 


and stories main 


hacked up her 
point, always leading to a strong conclu- 


sion: “Three out of every thirty-three 
people really have ambition. What you 
get out of life depends upon only one 
thing—what vou put into it!” 


\s you can see. the ending of your 
speech should tie in with the beginning 
the be- 


ginning and the end should not be too fat 


and. according to a classic gag, 
apart. 


6. Sticking to Your Time Schedule 

Find out how much time you will be 
allowed and stay within the limits. Forty- 
five minutes of listening to the same voice 
on the same subject is the maximum most 
people can enjoy. It is hard to boil a 
speech down into a snappy twenty or 
thirty minutes. but the audience will ap- 
preciate your efforts. As a speaker once 
told me, “The mind can absorb only as 
much as the seat can endure.” 

Here is a simple yardstick to make sure 
that you will finish within the time al- 
lotted. Each sheet of double-spaced type- 
written material will take about two and 
a half minutes to say. So if you plan a 
ten-minute speech, you will need four 
pages of copy. A twenty-minute speech 
will require eight pages, ete. 

(Continued on page 54) 
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A. No reluctant good-byes to summer laziness when you can face 
fall so perfec tly suited. Cone Corduroy makes the difference e 

in a wearable, paisley-lined suit. Sizes 10 to 18 in gold, red. 
green, royal; $29.95. Giant-sized accompaniment at a midget 
price ($13), the zipper-close hold-everything baz by Park Lane. 


B. Paul Chase newly interprets the easy elegant look you love 

in his “Colormatics” to mix or match. A back-pleated wool tweed 
skirt, $12.95: silk print shirt, $11.95: and a bulky wool 

cardigan, $12.95. Red, royal. toast. green. Sizes 8 to 16. 

































Ge Ie res a season § pass 


to practically anywhere 


rc match /work—play vice: 
Sidney Gould. i ear it u ith 
| the white double turtle 


neck intact. Remove 
the dic key and trv it over 





yvour tavorite shirt or 

he very “Fall’58” and let 
another sweater fill the gap. 
It's orlon knit. sizes 34 to 40 
in green hlue orange. red. 


or llama. About 818. 


D. Be the girl who swings 
through fall in a high 
stvled skirt by Century 
Nicely detailed, it boasts 
front slash por kets and 
shape-keeping pellon 
lining. Sizes 8 to 18. in 
emerald green. delft 
hlue. mango red. and 


pumpk n flannel. 88.98 


E. Take a dash of 

the chemise and a h nt 
of Chanel. and the result 
n this indispensable in 
stance ts good news 

for suits and skirts 

The tie of this comfortable 
hy Vac shore 


can he h notte d at the 










ove rhlouse 


throat. waist length 
ora’; chere vou choose rn 
hetween. In cotton 


Cait 1 or blue 






by Nancy Hurwitz 


step lovely please 


























ERE THEY GO AGAIN—the ever-capricious hem- 

lines are on the move once more, and this time the 
direction is up. Long. billowy skirts are rapidly go- 
ing the way of the dodo. and you can no more keep 
the emphasis away from legs and feet this season than 
you can keep your hands tidily and forever hidden in 
cloves. 

Of course you will (as well-dressed women have al- 
ways done) modify the new look according to your own 
particular type and vary it to suit your kind of life. 
\ spectacular trapeze dress that may cause heads to 
turn admiringly on New York's Fifth Avenue may have 
them turning for quite another reason if it appears 
behind a desk in a Midwestern insurance office. 

However. there is really no way to avoid it. The day 
will come, if it hasn't already, when you will look down 
and suddenly feel that last year’s skirt is too long. 
(Fashion is a subtle thing—it sort of creeps up on you.) 
At this point you will have to begin to cope with the 
short-skirt look. which brings with it two problems- 
how can you maneuver gracefully and can your legs 
take the new focus in their stride? 


Some Navigational Tips: 

(or how to look ladylike though stylish) 

Remember that the chemise should be short but not 
so short that it slithers up your legs when you sit down 
to take dictation or makes an obstacle course out of 
getting into a taxi. It is impossible to look good in a 
dress that makes you feel uncomfortable. no matter 
how it looks on the hanger. Your clothes should only 
he as short as is becoming to you. for fashion is still, 
and will always be. an individual thing. 

Never bend over from the waist—besides being an 
awkward, ineflicient movement, it will make your skirt 
hike up. 

Never allow yourself to stand with knees in a “locked” 
position; i.e., pushed back as far as they will go. This 
will tend to give you an unbecoming half-moon shape. 

Watch the way you sit. This is terribly important 
with the short skirts and very easy to forget. About the 
neatest way to solve the problem is to sit with legs 
crossed and feet closer to your body than your knees. 
\ few other solutions are: plant both feet firmly  to- 
gether flat on the floor. the toe of one foot nestling at 
the instep of the other; or sit with legs together (ankles 
bent) and leaning to one side to make a diagonal line 
with the rest of your body. 

Be assured that the skirt which refuses to cover your 
knees adequately when you sit is too short. 

This brings us to the second problem, Just how much 
scrutiny can your legs take? Make a quick check right 
now. How are you sitting? Are your legs marble 
smooth or chapped and fuzzy? How about stockings 
any runs? seams straight? And your shoes—do they 
need lifts or a good polishing ? 

Care of the legs is really a simple routine if you just 
make up your mind to give them half the attention you 
give your face. The first thing, of course, is to keep 
them free from hair. The method you use is up to you 


there are many good products available. What is 
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important is making this a regular part of your beauty 
schedule. Today's sheer stockings allow no cheating in 
this direction. Almost as necessary is smoothing a soft 
cream over your legs and feet after each shower or bath to 
avoid that red, chapped, or fish-scale look that may tend 
to develop. This is something which only takes a minute, 
an easy habit to get into but one which will really show 
results. Your skin will not only be softer from the 
cream or lotion. but the touch of massage you'll give it 
in the process will do wonders. This, incidentally, is a 
principle which works equally well all over the body 
and is excellent treatment for rough elbows and heels. 

These basics. attended to regularly, will make even 
pretty legs prettier to look at and walk on. But there is 
no need to be desolate if you find your legs are not 
quite so well. proportioned as the ones which skip across 
the pages of the fashion magazines. Something can be 
done. 

According to Madame Helena Rubinstein, improving 
the shape and grace of your legs is really a simple mat- 
ter. To this end she has developed some exercises that 
can be done to coax them into more acceptable shape 
for the season to come. With the exception of the last 
two, which were designed with specific problems in mind, 
these exercises are beneficial to all types of legs, tending 
to trim down overweight legs and build up those which 
may be too thin. Start out doing each about 10 times; 


increase (or not) depending on how you fare. 


To Shape the Knee (and limber the joint for an easy, 
graceful walk): 

1. Lift one leg. bent at the knee, and stretch it forward. 
2. In the same bent position, move it to the side and 


back again. (This can be done standing or lying down.) 


To Shape Legs: 

1. Lie on floor with both legs up on a wall and arms 
relaxed at sides. 

2. Turn legs in so that knees touch and feet are 
separated. 

3. Bring feet together and turn the legs out, keeping 
knees pressed together and outward, calves and heels 
together. 


1. Return to starting position and repeat. 


For Firming and Toning: 

1. Kneel on one leg. the other bent at the knee, with 

foot flat on the floor. 

2. Lean back until the knee in front is straight. 

3. Lean forward again and repeat. 

|. Start again, kneeling on the other knee. 

For Slim Ankles: 

1. Sit on the floor, resting your weight on your hands 

at the back. 

2. Lift one leg and rotate the foot in a circular motion 
up, side, down. Then reverse—down, side, up. 

3. Repeat with the other foot, doing it at least 10 times 

daily with each one. 


For Calves: 
Practice walking around the room either high up on 
your toes or in a deep knee bend position. 


(Continued on page 58) 
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SPOTLIGHT ON JEWELRY 


The emphasis on jewelry. 
which has been growing 
bolder each season, has 
reached a peak this year. 
Time was when simple 
earrings and a_- single 
strand of beads were 
enough for any fashion- 
conscious girl. Now. giant 
pins and earrings and 
necklaces of five or even 


ten strands are makine 





striking. and quite” respectable. appearances behind 
desks all over the country. Your jewelry will be bigger. 
bolder. often the focal point of an outfit. The thing to 
watch is keeping it clean. Diamonds excepted. it just 
doesn t occur to most people to clean jewelry, 

The formula is simple: use warm soap or detergent 
suds. rinse thoroughly. and dry quickly. Its safest to 
use lukewarm water to prevent stones from cracking. 

Stones held in place with prongs can be safely sub 


merged in suds. scrubbed gently with a_ well-lathered 





brush. and rinsed in clear water. Stones that are glued 
or cemented into their settings are more safely washed 
out of the water with a soft brush dipped in thick, warm 
suds. To rinse. brush with clear water. In either case. 
dry by patting with a lint-free cloth. 

When washing multi-strand necklaces. be sure to un- 
tangle and straighten the strands first. Then pin or 
haste clasp ends tautly to a washcloth or face towel. 
Holding on to both sides of the cloth. dip it gently up 
and down in billowy. lukewarm suds. Use the same 
method for rinsing. 

Pearls need frequent sudsy cleaning. If they seem 
very delicately coated. a damp cloth is the safest thing 
to use for both washing and rinsing. They are most 
effectively dried by using the pinning-to-a-towel tech- 
nique described above. 

To clean diamonds, put them in a tea strainer and dip 
in a mixture of very hot suds and a dash of ammonia. 
Bring to a boil. Remove strainer and hold under a 
faucet of lukewarm water to cool. Dip diamonds in 
alcohol and let dry. 

Favor vour jewelry with this kind of attention some- 
what regularly. and youll find it will reward you by 


lasting longer and looking prettier. 





LANGUAGE OF PEACE 


(Continued from page 19) 





efforts. Freda soon was promoted to the interpreters section. 

When you talk to Freda. you begin to realize that her job 
at the U.N. permeates her entire way of thinking. She is 
enthusiastic: she’s weil informed: she’s honestly interested in 
every aspect of U.N. activity. 

Proot? “I don't think | have ever wakened in the morning 
and not looked forward to going in to work.” (Lucky girl. 
sav we.) 

\s secretary to Mr. Hogg. Freda has plenty of opportunic 
to keep abreast of U.N. developments. She knows personally 
each of the 61 interpreters who are entrusted with the re- 
-ponsibility of making on-the-spot translations of conference 
speeches. In addition, she keeps eyes, ears, mind open to 
whatever is going on. 

The Secretariat usually opens shop at 9:30 a.m. and shuts 
down at 6. When Freda arrives in the morning, she has al- 
ready completed a two-mile hike from apartment to office. 
This. she says. is done for the sake of her figure as much as 
because she enjoys walking and gets little chance to do it. 

“IT can't quite understand this habit of driving a car to a 
parking lot. leaving it there, and taking a cab to a destination 
that as likely as not is only a few blocks away.” The clipped 
British accent dissolves into laughter. “Odd ones, these New 
Yorkers.” 

Her morning stroll seems to give her more energy for the 
daily first-thing task—working with Mr. Hogg on the inter- 
preters’ schedule for that day. Once this is completed, Freda 
posts the names on a magnetic bulletin board, a “pride and 
joy item that saves time and fingernails. 

From here on, the day is spent handling the volumes of 
letters that come into the office, keeping work reports on the 
various interpreters, answering calls, keeping up with changes 
in meetings, acknowledging applications from those who, like 
Freda, want to work for the U.N. At noontime she may join 


a group in the cafeteria or splurge on lunch in the delegates’ 
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dining room, where diners at the next table may include 
Henry Cabot Lodge or Krishna Menon. 

After hours, Freda likes to attend the theater and musical 
events in New York. And. woman-like, she loves to shop. 
marvels at the ready-to-wear clothes in every price range. 
However. she confesses that she waits to buy sweaters and 
woolens until she goes back to England on her annual six 
weeks” leave. 

Like any American who meets anyone from any othe 
country. we couldn't resist asking Freda what she thought 
about life in the United States. Her most illuminating com- 
ment—"There are no social barriers in this country. Things 
are within the reach of everyone. If | want an expensive 
dress or wish to stop at a posh hotel on my vacation, | can 
do it. provided I'm willing to economize on other things. lt 
doesn't matter who | am or what | do to earn my living.” 

With this attitude, plus a healthy joie de vivre. Freda 
has made many American friends. New acquaintances learn 
quickly of her intense devotion to the United Nations, and 
some have kidded her about it. Freda’s intelligent and witty 
defenses have enlivened many a gathering. 

It was during the Hungarian crisis that one group learned 
just how much the U.N. meant to this English girl. A Satur- 
day night party was in progress. and though the Americans 
were aware of the world situation. they determined to forget 
it for a while in favor of a little gaiety. Not so Freda. She 
remained quiet. finally called her office. 

“Do you need me?” she asked anxiously. Then, “Ill be 
there as soon as I can.” 

It was eleven o'clock when Freda left the party to relieve 
the tired secretaries who had been working overtime. When 
she arrived, she took her place at a typewriter and pounded 
away till daybreak. 

But what really impressed the guests was Freda’s way 
of including them in her cause. Before she left, she per- 
suaded them to pack up all the cake for her to take along 
to the tired workers at headquarters. A small contribution 
to better international relations. 
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| ALPINE LEAVES, picked in the mountains 
of Switzerland, have been impregnated 
with 18-carat gold to make unusual pins 
and earrings. Everv detail of the original 
leal is visible, and. of course, no two are 
exactly alike. Shipped from Switzerland, 
» . re S23 75- 7% » ’ -* : 
| Pin o1 earrings, $3.79: both $7.50. Order Colorful Li | W asher 
: from Harveys Treasures Co., Dept. ‘ > u 
PS-Al, 2721 13th St. N.E., Puyallup, Salt and Pepper Set 
Wash. will brighten any table ... add con- 
versation interest! Tiny washer’s 
hand-decorated tub serves as sugar 
bowl or appealing planter. Real 
' | swivel-action wringer has pop-out 
rollers holding salt and pepper. $1. 
MANDARIN COAT to wear while practic- We pay postage. 
ing the venerable oriental art of relaxa- FREE FOUR-COLOR CHRISTMAS CATALOG 
tion. This one is cotton, comes in a full of toys, gifts, and gadgets. 
‘ kaleidose ope of colors: red. turquoise, . : ; 
gold. black, white, coral. Costs just $8. ADRIANE Ine., 8-886 Finch Bldg. 
ppd. Same coat in shrimp, natural, red, St. Paul 1, Minn. 
- black, gold, or turquoise raw silk, $15. 
Sizes S.M.L. Penthouse Gallery, Dept. 
eC TS, 15 W. 55th St., New York, N. Y. 
| speed up your 
d oneee new methed 
GUARANTEED to in- 
* Mh ras ! crease your shorthand 
speed quickly and coolly 
vs , . o) .,. through controlled 
A WORLD OF GOOD EATING both = Eee dictation on records. 
ion. erriihen se enc smo lit. BOOKLET ANB DETAILS With planned repegition 
' name and des ribe this enchanting lit sanetiie ton aaeb ae 
: tle “cook’s tour.” Beautifully boxed and all-important ‘‘automat- 
it : a ie reaction” in your 
illustrated, it contains 132 recipes from shorthand writing tech- 
i : : sieiniteal aaa steaa niqu*. Practice this suc- 
all over the world. A charming hoste Saauhel: - euseun Seeemte 
_* gift. Just $1.50 a copy, ppd.: from Jack at home in spare min- 
: ‘ 979 . utes and open the door 
e Frost Studies, Dept. CD, 272 Ash St., to fascinating careers 
Reading MMi and higher income! 
’ 1weading, ass. Available in graduated 
speeds from 40wpm- 
' 250wpm...use the Dic 
t tation Dise method with 
any shorthand system! 
- DICTATION DISC CO., Dept. 8-9, 170 Broadway - New York 38, N.Y. 
rn 
CHURCH CAP 
. Attention: Eariy Christmas Shop 
pers. Ideal and inexpensive gift 
ty The Chantilly Lace Church Cap re 
. places ve hane erchle so often 
KATONGAS are made of lightweight wood o womoadl a the oe aa : 
. pected church isits. Smart eve 
and strung with delicate thread. Hang accessory, Immeted from 
| nine ‘ in Black or White, Fold 
them from the ceiling, each at a different ef ‘ sling cage to carry in 
II height, and give your room a real decora- ( for free catalox 
. Sts UNIQUE (SPECIALTIES —Deot. TS-505 
ns tor’s touch. Set of three (one red, one \ \ 348 -S. 16th St.. Philadelphia 2, Pa. 
” blue, one yellow), $5, ppd.: from B. ¢ 
) Moses, Dept. TS, Box 8052. Houston 4, «| _gme i, ee eee -~ 
e ee 
Tex. f 
. ~=2 Lat me ash, you 
s 
he fF GS SS i  =6l/kl “FFP femme wee 
‘ HOLDING YOU BACK? 
en have helped thousands of men and women to overcome the 
handicap of poor English and to become effective speakers, 
ed writers, and conversationalista. With my new C. 1. METHOD, 
you can stop making mistakes, build up your vocabulary, 
at — on P — speed up your reading, develop writing skill, learn the ‘‘secrets” 
ITS ABOUT TIME someone made a case of postthnetnttnes You don’t have to go back to school. Takes 
» < . olaccec res > only 15 minutes a day at home. Costa little. 32-page booklet 
ay to hold two pall of gla es. Here = mailed FREE upon request. Send me a card or letter TODAY! 
er- with beauty as a bonus. Made of im- Don Bolander, Coreer Institute 
a ported oriental brocade (in aqua, red, Dept. E-1459, 30 E. Adams St., Chicago 3, Illinois 
ng ebony. or white) and lined in velvet. A Please mail me your FREE 32-page booklet on English. 
_ mere $2.95, ppd.: from California Opti- MORO arene 
cal Leather Co., Dept. TS, 5957 San Address sien 
RY Carlos Ave. Castro Valley. Calif. _ State 
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Soto PLUS * Dept.S ° 


| [] 25 Photos. $1 enclosed. 


Panel 







BOX10 ° 


Rush by return mail my Wallet Photos as chucked below: 
C) 60 Photos. $2 enclosed. 
[] Include my 5x7 mounted Studio Enlargement with my Wallet 


Photos. | am enclosing 25¢ (Additional Enlargements 59¢ each). 
Enclosed is photo, snapshot or negative, to be returned unharmed 





Edge Embossed 


WALLET 


FOR ONLY 


We pay postage — 
no other charges 









NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed 


NEW YORK 1,N.Y.—— — 
WANT A 5x7 STUDIO 
PORTRAIT 
Enlargement 
with wallet order ? 
only 25¢ extra 


mounted in Exhibition 








Easel Frame 
() Check here if you 





| NAME 
(Please Print) 
| ADDRESS 
| erry —_ —__ ZONE__STATE 








desire 5x7 offer 








LEARN BOOKKEEPING 
This Easy Way! 


Bookkeeping for 


evervone made 
easy The {BC *s 
Bookkeeping is 


a quick, complete 
course by a CPA. 
It is a simple, yet 
accurate record 
keeping svstem 
Especially good for 
the girl who needs 
in additional skill 





to increase her in 
come—or to prepare herself for the big job 
ita higher salary. Chapter II explains Book 
keeping and Budgeting for the Housewife 
for working mothers and wives. All contained 
in one book—only $1.98 prepaid 
FINELINE CO., (Dept. 478) 
303 Fifth Avenue, New York 16, N. Y. 









Amazing new method 
GUARANTEED to in- 
crease your shorthand 
speed quickly and easily 
. through controlled 
dictation on records. 
With planned repetition 
practice you develop the 
all- important * ‘automat- 
ie reaction’’ in your 
shorthand writing tech 
nique. Practice this suc- 
cessful, proven formula 
at home in spare min- 
utes and open the door 
to fascinating careers 
and higher income! 
Available in graduated 
speeds from 40wpm- 
250wpm.. use the Dik 
tation Disc method with 
any shorthand system! 


SEND TODAY FOR FREE ILLUSTRATED 
BOOKLET AND DETAILS 
DICTATION DISC CO., Dept. A- 
170 Broadway - New York 38, N.Y. 























S THE PERFECT 
SHOWER GIFT 
FOR THE 
EXPECTANT 
MOTHER 


BOTTLE TREE 


is a storage rack of white plastic 

coated steel wire that keeps baby bottles out of the 

way. Prevents bottle breakage and excessive han- 

dling. 121% x 9 x 5 inches. Holds up to 10 wide- 

mouth bottles; has shelf for caps and nipples. 

Hangs in any convenient place. $2.98 postpaid. 
Write for baby gift circular. 


RUTWARD, INC. © 27 Bryant Road © Columbia Station, Ohio 


‘Bottle Tree’’ 








FOR THAT COFFEE BREAK 





~“¢ THE ART GIFT SHOP 
304 N. Western Ave. 
Peoria, Ulinois 




















$$$ EDUCATION PAYS $$$ 


Earn more; get a better job or promotion 
learn new skills: meet increased competition 
for jobs; remedy weak spots in your educa- 
tion; increase social prestige. Write today 
for new brochure listing complete home study 
business courses for business women. New 
CPS review courses, too! Business Research 
Associates Incorporated, PO Box 7093, 
Long Beach 7, California. 








ORBIT EARRINGS, a whimsical adapta 
tion from today’s headlines, are made of 
gleaming sterling-silver circles. The re 
sult is simple but striking, guaranteed 
to turn your head. Yours for $2.95, ppd 

from Unique Specialties, Dept. TS40, 
348 S. 16th St., Philadelphia 2, Penna 








TAKE A MEMO and remind vourself to 
order some of these personalized pads 
They're wonderful for quick notes (in or 
out of the office) and, placed strategical 

ly, will put an end to frantic back-of-en 
velope sé ribbling. Your name in blue on 
1.000 sheets (10 pads), $8.50, ppd. From 
Mail-Ways, Dept. P31, P.O. Box 928, 
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into DOLLARS! 
NEW songwriters. poets share $33 n 
yearly Songs Composed PUBLISHED 
noted Appraisal. info FREE from 
4 NORDYKE m. Publishers 4 
E= 6000 Sunset HOLLYWOOD 388. Calit 
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Now the real thing! Pointed in vibrant 
oil color on silk canvas by brilliant for- 
eign-born portrait artists. Incredibly 
low price. New technique. No posing. 
FREE Illustrated Brochure of specimens 
mailed on request. 





402 HAZLETT AVE.,Dept 
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SANDBAKKELSE (sand tarts), long the 
favorite of Scandinavian pastry lovers, 
can be made simply and prettily in these 
special molds. Set consists of 12 alumi- 
num forms (usable also for molded des- 
serts) and tested Scandinavian recipes. 
All for just $1, ppd.; from Swedish 
Crafts. Dept. TS, Lindshorg, Kan. 


GUARD YOUR BIG DEALS with this over- 
sized clothespin. the newest thing since 
per « lip. Bound to cause talk 
as it helps keep your desk organized. 
Just $2.95. ppd.: from Wilco, Dept. TS, 
35> South Park Ave., Rockville Centre, 
N. ¥ 
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SHORTHAND DICTATION RECORDS 
BOOST SHORTHAND SPEED ** *2* 


Now, for the first time, here are short- 
hand records with the same speed on both 
sides, to give you more practice for a 
longer time at a definite speed. Builds 
your shorthand speed quicker and easier. 


All you do is listen and practice writing 


in your spare time. Eliminates attending 


classes that are not convenient to your 


time schedule. Even beginners will 


quickly improve their speed with these 
records. No matter what speed you now 


write, there’s a record for you. 


Send me the 
I must be 100% 
78 RPM 10-min- 
ute dictation 


=1— 40 wom 








|_| =2— 50 wpm 
v {| | =3— 60 wom 
i { | =4— 70 wom 
[ } =5— 80 wom 
t 0 =6— 90 wom 
| | =7—100 wpm 
5 [| £8—110 wom 
1 {| =9—120 wom 
i a Name 
These are standard dicta- 
tion records that play on B adaress 


any standard player! 78 


i City 
RPM or 45 RPM. 


sa 


— | #17— 60 wom ™ 


1. Expertly dictated to make higher shorthand 
speeds easier! 


You will get fast, easy, quick, gratifying results! 
So easy and enjoyable you'll be amazed! 
Results come faster than you realize! 

Helps increase shorthand speed at 50, 60, 70, 
80, 90, 100, 120, or at any speed! 

Good for everyone no matter what system they 
use or at what speed they now write shorthand! 


e FPN 


Leading educators and secretarial schools have 
approved this method of home study, You'll find it 
not only a fascinating and profitable way to spend 
your spare time but fun, too 

Just check the records you want in the coupon be- 
low and mail it together with a check or money 
order. We will ship the records to you postpaid. If 
you are not delighted, if these records aren't all we 
say they are, return them in 10 days for a full 
refund 

You must enjoy increasing your shorthand speed, 
no matter how slow or fast you now write short- 
hand or if you write Gregg, Pitman, Speedwriting, 
or Stenotype. The records are sold on a money- 
back guarantee! 


Se Ge SS SSS HS SS SSS SSeS Se ey 
BEST VALUES CO., Dept. 161 

403 MARKET STREET, NEWARK 5. NEW JERSEY 

records checked @ 3 for $2.98. I enclose $ 


tished or my money will be refunded in full. 

is RPM ale $5 RPM 15-min- High Speed Dic- 
ute dictation ute dictation with tation 45 RPM 
=10— 60 wom different dicta- 15 minutes 

tion material {) #24~—130 wpm 
=25—140 wom 


=11— 70 wom 


=13— 90 wpm (} =19— 80 wom | #27—160 wom 
#14—100 wpm bx a wpm |") =28—170 wpm 
] #15—110 wom = _ wpm =29—180 wom 


a 


s #=22—110 wom ™ =30—200 wom 


=16—120 wom 


| | =23—120 wom 
Dictation of 
Phrases and Brief 
Forms 45 RPM 
15 minutes 

_| 231— 50 wom 

{]} £32— 80 wom 
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712— 80 wpm F 18— 70 wom + : 
= 26—150 wen @ 
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Eraser Soiled / 





Patent Applied For 


FREE ronreai 
PORTRAIT 
ENLARGEMENT, 
WITH EACH ORDER. 
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WALLET 
PRINTS 





Be autiful rr 
enlargement 

worth 49c--FREE 
with your order 
for famous Roy 
Wallet Prints— 
order all you need 
for swapping — 
perfect for job 
school, passport 
(2e” x 32”) and all _identifi- 
f 10or se a ,1C- 
SATISFACTION {ire or negative 
GUARANTEED with your order 


ROY PHOTO SERVICE, Dept. 99 
G.P.O. Box 644, New York 1, N.Y. 


ACTUAL SIZE 

















SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














CENTERING IS EASY! 
enORTaphiC See OMe 


Stenographic 
Centering 
Scale just 
measure the 
line or word 
to be centered 
and read where 
to start typing. 
Centering is exact, takes but a few sec- 
onds. Do yourself, and your boss, a big 
favor—order a Stenographic Centering 
Scale—today. Only one dollar! 

Send $1 for a sample Stenographic Cen- 
tering Scale for pica, elite, or variable- 
spaced type. Satisfaction guaranteed. 

Stenographic Centering Scales 
Dept. T, 1511 N. Algona Street 
Dubuque, lowe 
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MAKE MONEY WRITING 


.. Short paragraphs! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on 
short paragraphs. I tell you what to write, where and 
how to sell; and supply big list of editors who buy from 
beginners. Lots of small checks in a hurry bring cash 
that adds up quickly. No tedious study. Write to sell, 
right away. Send for free facts. BENSON BARRETT, 
Dept.115-W,7464N.Clark St., Chicago26,Ill. 





Se 2 eee eae ae tee aa ae eee ee eS eS 
TAKE OFF od 
UGLY FAT - 


for a Glorious Figure tag 
$25.00 VALUE 
your price $795 . S 


@ Take off fat where it Ine 
shows , 





Add We postage 


‘ on’ 
@ Aids circulation—reiaxes! Ne CUD's sense 


ELECTRIC GLORIFIER MASSAGER 


Gets at the strategic spote—tummy, hips, thighs. 4 rabber 

rollers vibrate flabby tissue—2-way action takes off inches 

Same type massage costs just as much per massage in 

fashionable —. oe off switch, AC. Fully U.L. approved 
ey-back Guarantee 


JAY NORRIS ©... ‘a7 TD Breadwoy, New York, W. Y. 
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LETTER TO GEORGIA 


Dear Georgia: 


Now that you are thinking seriously about your place 
in the world ... what you want to do with your creative 
abilities so that you will be using every talent you 
possess to its fullest... and facing realistically the fact 
that not every girl is fortunate enough to marry and 
“live happily ever after” with no thought of taking care 
of herself . . . you have asked me to tell you what | 
think about a secretarial career. 

You have asked: 

1. “What's it like to be a secretary anyway?” 

2. “How much real education do you have to have?” 

3. “Is it true that almost anyone can become a secre- 
tary because of the shortage?” 

1. “What kind of future is there in it for me?” 

5. “Do you really like your job?” 

Seems to me the best way to start is by answering 
your last question first—yes, I do like my job! I’m inde- 
pendent enough to feel that I wouldn't have stuck with 
it all these years if I hadn't derived a tremendous sense 
of satisfaction, a creative fulfillment, and a constantly 
broadening knowledge from it. These are three essentials 
for any man or woman—they are what change any oc- 
cupation from a mere job to a challenging vocation. 

Now. back to your other questions: 

1. What is it like to be a secretary? Well. being a 
secretary can be one of the most intriguing. stimulating. 
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and satisfying careers for a woman—if she possesses 
certain qualities. First of all, she must like working 
with someone else as part of a team endeavoring to pro- 
duce a certain result. She must like order, neatness; she 
must pay meticulous attention to details of accuracy and 
appearance. 

She must like communicating with other people, enjoy 
and understand the advantages of using good, clear, con- 
cise English in both written and spoken forms. She 
must want to learn new things and must see how they 
can be applied to her job. She must take pride in her 
work, but not become so pleased with herself that she 
fails to see the need for improvement. 

She must possess enthusiasm for new ideas, a flexi- 
bility to enable her to accepl changes, periods of pres- 
sure; and she must “expect the unexpected.” She must 
be able to take the initiative, assume responsibility. and 
bring order out of chaos. She must have a cheerful, con- 
fident. and outgoing manner with her fellow workers 
and other business acquaintances. She must possess 
loyalty to her employer. her firm, and her own ideals. 

I could go on indefinitely. Perhaps these qualifications 
could very well apply to almost any career you might 
choose, but they seem particularly applicable to the 
secretary. 

2. About education—there are certain basic rudi- 
ments. of course. These vou can begin to learn while you 
are in high school—in fact. many girls have gone on 
from there with no further education. But for those who 
can continue, it’s an excellent idea to go to a business 
school sper ializing in secretarial and business skills. Or. 
you might select a college where you can add to youl 
basic knowledge of English, history, languages, philos- 
ophy, and all the academic subjects, while studying busi- 
ness law, finance, shorthand. and typing. You know, too. 
that there are many secretaries who specialize in med- 
ical. legal, or foreign language work. College is a good 
place to start. 

But your education doesn’t stop once you have been 
graduated and have your job! In fact. it’s just begin- 
ning. Many a secretary has become so interested in her 
employer's problems and programs and aims that she 
has made an after-hours study of company organization. 
management concepts and responsibilities. In that way 
she can help her boss do his job better by keeping het 
eyes, ears, and mind open to all the many different 
aspects of the overall job to be done. She learns to read 
and understand his favorite business newspapers and 
trade magazines. so she can save him time and double- 
check to be sure he doesn’t overlook any important items. 
It is this initiative that makes her truly indispensable 
to him! 

3. Can anyone become a secretary? Yes and no. May- 
be it’s true that poorly trained secretaries can find jobs 
almost as easily as well-trained girls—due to the terrific 
shortage and demand right now—but becoming a secre- 
tary has never been an overnight achievement. And the 
ill-prepared, time-killing secretary, not being able to 
meet the stiff requirements of any good job, will fall by 


the w ayside. (Continued on page 52) 
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There is a well-known definition for a secretary: SKILL 
BUILDING 
SECTION 


“Look like a woman — think like a man— 
and work like a dog.” Any good secretary 
will agree —but that’s 


ONLY 
THE BEGINNING 
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r WAS a rather pleased young woman 

who left this ofhce a while ago with 
a 120-word shorthand speed certificate 
in her purse. She had come to us to take 
these tests to see if she still had the 
skills that would enable her to accept 
an overseas job she had been offered. For 
the past three years. this secretary had 
been writing her own letters without dic- 
tation. She didn't think that she had lost 
speed, because she used shorthand con- 
stantly in her work: but in order to sup- 
port her qualifications for the job, she 
wanted the credentials. This young 
woman took an unofficial shorthand speed 
test for five minutes at 130 words a min- 
ute and transcribed her notes perfectly. 
She plans to shoot now for the 140-word 
test. 

This is indeed evidence that shorthand 
ind typing skills are rarely lost once they 
have been mastered. That is why it is so 
important to every beginner to learn the 
subjects well. The foundation of your sue- 


cess will be laid in the first few weeks of 
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study. and your constant practice will 
build the knowledge and skills you need 
to make you a first-rate secretary. 
Because this is the month when hun- 
dreds of thousands of young men and 
women are tackling the job of learning 
shorthand and typing for the first time, 
this article is directed to beginners. 
Fingers will seem to be all thumbs at 
first in typing: but, by applying the tech- 
niques in your textbook, you will quickly 
be able to bring about an ordered and 
systematic development of speed and ac- 
curacy. The shorthand symbols at first 
elance may look as unreadable as a lan- 
guage you have never seen before. How- 
ever. not only are they easy to learn, but, 
once you have learned to write them ac- 
curately. they will be infinitely clearet 


and more readable than longhand. 


LEARN TO WRITE good notes in shorthand 
from the start. Study the formation of 
characters as shown in the penmanship 


studies in your textbook and on the Gregg 


AIM 
FOR 


THE 


TOP 


BY 
FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


Shorthand Corrective Slide. Write short- 
hand legibly, swiftly, lightly, easily from 
the beginning. All the characters and 
many of the combinations that you en- 
counter in shorthand you have written 
over and over again in longhand. 

ur purpose is to encourage you to 
learn well the fundamentals of secretarial 
skills. lo determine whether or not vou 
are writing good notes. we invite you to 
take the OGA Tests (published in each 
issue of this magazine) for membership 
in the world’s largest organization of 
shorthand writers—the Order of Gregg 
Artists. The OGA was founded by Dr. 
John Robert Gregg in 1912, and many 
now-famous men and women have been 
included in its wéll over a million mem- 
bers. 

More than thirty thousand students a 
year receive membership in the OGA. 
Now it is your turn to try the tests. The 
OGA Junior and Senior Membership 
Tests for this month are published, to- 


gether with instructions, on page 42. 
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Practice writing the tests until you can 
make the notes rapidly and smoothly. 

Attractive shorthand speed certificates 
and pins will then be soon within your 
reach. They are available at 60. 80. 100. 
ind 120 words and higher speeds. There 
is also an award for passing a shorthand 
theory test. 

Your accomplishment In typing accur- 
acy and speed will be rewarded. too. and 
you will want to join the hundreds of 
thousands of typists who have become 
members of the Order of Artistic Typists. 
The membership tests for this month, with 
instructions. appear on page 43. Typing 


speed certificates and pins may be earned 


on the Competent Typist Test on page 44. 
beginning at 30 words a minute and 
ranging upward to whatever speed you 


attain. 


Ser your Goats now. The secretarial 
course will seem shorter and much more 
exciting if you set up a program of the 
awards you want to earn and work each 
month to win them. These awards are ex- 
cellent credentials to show a prospective 
employer when you apply for a job. Some 
firms are even offering the program to 
their secretaries as an incentive for skill 
development. “Each award that the girl 


earns adds extra points to her merit 





rating. one company official wrote. us. 

There are tests and awards available 
also in bookkeeping, filing. and transcrip 
tion. The tests for shorthand speed. 
transcription, filing, and bookkeeping are 
published in Business Teacher, the mag- 
azine that is supplied free upon request 
to bona fide business teachers. 

Get the most you can from your secre- 
tarial training. Put fun into your practice. 
List the awards offered by this depart 
ment that you want to receive, and then 
see how many of them you can earn each 
month. You'll find that your promotion 
and success in business will be assured 


that way. too. 





OGA 
JUNIOR 


This material is “loaded” with 


easy joinings and with fluent blends 
Practice this test as many times 

as vou like, trving to get a 

elit. smooth, fluent copy that shows 
your best shorthand penmanship 

You may copy tine tor line or 

larrowel! columns vou may use 

either blank or ruled paper. Shorthand 
notebook paper is fine 

Your writing may earn vou a 

Junior OG A certificate or pin 
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OGA 
SENIOR 


his material includes just about 
every possible shorthand joining—it 
is a real test of vour ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant. and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior OGA certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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Miss Elaine Jones; 419 Cortland Street; Brooklyn 
19, New York. Dear Miss Jones: Due to a last-min- 
ute cancellation, we have an opening for the Pilgrim 
Tour of New England which leaves New York on 
October 5. There is still time for you to make the 
change if you so desire. Would you call me just as 
soon as possible to let us know if you would prefer 
this tour to the one that leaves on the 19th. 

The Pilgrim Tour will include the same places 
that are outlined in the brochure we gave you when 
you stopped at our office last week. The price is the 
same—$175.25 plus Federal tax. 

I am enclosing with this letter a list of “Pointers 
for Packing,” which I hope you will find useful in 
making your preparations for this New England trip. 
May I call your attention again to the fact that there 
is a $4 charge for more than one piece of luggage. 

We shall look forward to hearing from you about 
the October 5 tour. Feel free to stop in to see us if 
you have any questions. Sincerely yours, James P. 
Silvers, Tour Manager, Tops Travel Agency. Enclo- 


sure 
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PRINTERS gn von i a a 


® Gather every 


one room, and check your 
list to io. sure’you won't forget any thing. 
n — 


phenk 


® Plastic bags are ereat for packing, blouses, 


SHOES 4 erie. he bags keer the articles 
groupe ee ana everyt thi ng res seen at a glance. 


side shoes, hatcrowns Tae purses. 


P 5) : 
@ Save some space by efbroms,« nylons Sand gloves in- 


© fat a 


® Don’t buy sih-dkaes wanbhell bo esOt your favorite 


eir 


ai 


cosmetics, for they a extra weight. 
Youtll find well-stocked tye practically 


any Place you go. Put small ies of lo- 
tions and creams in plastic es for 
safe traveling, and seal perfume eee 
Ls , & pth wd 


you wear epeglasses, pack an extra pair and atse 






your prescription... (Also, prescription sun- 
glasses are wold for 6 y days.) —- 


ne I . + 
¢" . ® Place your jewelry in a separate jewelry box that 


@ Be 


> 


will take little room in your suitcase. 


ire has ur me and address are the out= 
side ‘angi ide “of each piece of l ae “Maatty 


clean SS 


OAT 
JUNIOR 


Arrange this letter in your 
best style, on either plain paper or 
a letterhead. 


To win an award, your 

letter must be (1) neat (type clean 
and clear) and well-placed: (2) 
without strikeovers or typographic al er- 
rors. (3) Indent uniformly throughout, 
(4) and leave a blank line between 
paragraphs, even in single- 

spaced material. (5) Be sure to spell 
and punctuate properly. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin: 
75 cents for each higher-speed CT 
award. * Be sure your name and ad- 
dress appear on your paper. * Any 
group of papers submitted should be 
accompanied by a typed list of names, 
designating the award desired by each 
candidate. * Test applications re- 
ceived without fees are held thirty 
days only. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as fol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * September copy is good 
as membership tests for OAT, CT 
(page 44). and OGA awards until 
October 25, 1958. 
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OAT 
SENIOR 


To qualify for the Senior 

Award, candidates must submit the 
Junior Test (above letter) in 
addition to a corrected ¢ opy of 

the list that appears alongside. 


You may use either plain paper or 

a letterhead for the Junior Test, 

but use plain paper for the rough- 
draft copy. Watch placement 

and space, and be sure that you make 
all the corrections indicated, 
Practice the material until you 

type a specimen that represents your 
very best work. 
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Words 


If you would find the spirit of New 7 
York City, do not look to the towering 15 
skyscrapers or the throngs that gather 23 
around the windows of the fashionable 30 
shops along the way. Rather, when you — 38 
come visiting, take a token from your 46 
pocket and join the milling throngs 53 
that push and buckle their way through 61 
the turnstiles and into the subways. 68 

Enter the subway train at Fourteenth 76 
Street and take a short, exciting ride 34 
up to bustling Times Square. Ride the 31 
subway in the middle of the homeward 99 
rush, along about five in the afternoon. 107 
Then you will understand the real spirit 115 
of giving and taking that belongs to 123 
this city. 125 

There they are, millions of people 132 
hurrying to get home for dinner; and 140 
you can be certain every one of them is 148 
attempting to make the trip in yourcar. 156 
Breathing on your neck will be bank 163 
tellers and executives who got on the 171 
train at Wall Street, salesgirls and sec-_ 179 
retaries who entered with you, all sway- 187 
ing together as the train rocks speedily 195 
uptown. Just about everyone rides the 203 
subway, for it is faster than any other 211 
way to ride; the slowest way during the 219 
rush hours is by auto or taxi. 225 

At the station before you reach 231 
Times Square, half the people in your 239 
car will tumble out. However, twice as 247 
many will scramble into the same 2™ 
places—salesmen and housewives who 261 
have completed the day together in 2683 
lovely stores. You had thought it was 276 
crowded before, but in they pour. 283 

Your fellow passengers are hungry. 29 
They are tired. Most of them have sore 298 
feet, or sore tempers from a distressing 306 
meeting with a customer or the boss. 313 
Many have packages that never do get 321 


(Repeat from the beginning to 


44 








crushed as you would expect. Almost 
everyone is reading a paper, one be- 
longing to his neighbor, if not his own. 
The pages are patiently straightened 
against the whirring of the big fans that 
churn the air overhead. 

What is the spirit of this crowd? It 
is one of high good humor and patient 
good nature. The lurching subway hur- 
tles them as a mass from one side of the 
car to the other, so that the persons 
hanging on the straps support the per- 
sons behind them, in a skidding battle 
that has a truce only when the train 
roars into a station and screeches to an 
abrupt halt. Then there is a quick re- 
turn followed with an invasion by re- 
placements, all in a bedlam of shuffling 
feet, crackling newspapers, laughter, 
and conversation in a dozen languages. 

If you notice an empty seat, let us 
caution you, do not hurry for it. You 
cannot possibly overtake the steady 
customers who learn early in life that 
the folding of a newspaper or the tak- 
ing of a firmer grasp on a package indi- 
cates a departure. Getting a seat is par- 
ticipating in the game of New York. 
No one expects to get a seat. Therefore, 
anyone who does is certain to be in joy- 
ful spirits for the remainder of the trip 
and for the rest of the evening. More 
than one happy worker will exclaim 
when he arrives home that he got a 
seat in the subway and also a raise. If 
the family wonders how it happened, 
he knows they are referring to his get- 
ting the seat, not to getting the raise. 

The standing joke in this wonderful 
city is, “There is always room for one 
more—what are you waiting for?” That 
is the spirit of the subway. It is the 
prevailing spirit of New York City. 


complete a ten-minute test.) 
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“Hmmm, thought I asked for 
five copies, Miss Coleman." 
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BY MARGARET OTTLEY 
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TRANSCRIPTION PROJECT 


The following letter contains several 
words that are incorrectly typed and some 
that are incorrectly used. If you ca 
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Dear Mr. Price: 
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There maybe a good reason why you 
have not payed anything on your old bal- 
ance, but their cannot be a good reason 
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ONLY THE BEGINNING--page 39 
horrified 


er 

J musician 
Pe technician 
; 1 
counselor 

; daptable 

aD a apta 
noticeable 
patronage 
auditioned 
orchestra 


— temperamental 


CQ 
Z B worsh ns ful 


Pal thick-lensed 
~ glasses > 
smoldered 


— heartless 


PAE odd unorthodox 


‘g tributes 
Ce 


" preoccupation 
~~“: impulsively 
its _z2 momentarily 


— orphanages 


i 
lanres 


COUNSELOR: an adviser (sometimes con- 
fused with councilor, a member of a 
council ) 


2 SUAVE: superficially gracious in manner 


Sussuerene 


BRUSQUE: rough; blunt; abrupt 


4 ameatco cmt T - : = 
TRANSFERRED (spelling): referred, pre- 


ferred, deferred 


TOG 


> THICK-LENSED (hyphened when noun follows): 
first-class job, present-day conditions 
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when APPEARANCE 
rests with You— 
Rely on 


Cobo 


CARBON PAPERS 
AND RIBBONS 


Rest assured—we know you want 
the crispest, sharpest letters in 
the mail. That’s why we have 
researched the problem to the 
N’th degree! That’s why we can 
say, in all sincerity, that a Cedo 
Silk Ribbon, a sheet of Super 
Kote Carbon (used with the 
Carbon Gripper) will perform to 
your complete satisfaction. See 
for yourself—write us on your 
company letterhead for samples. 


We'll do the rest! 


Cody 


MANUFACTURING CORPORATION 
Factory: LEETSDALE, PA. 
79 Madison Ave., New York 16, N.Y. 
401 Wood St., Pittsburgh 22, Pa. 
564 W. Monroe St., Chicago 6, III. 











WHAT arRE YOU LOOKING FOR IN 
BRIEF OR PROPOSAL 


APPEARANCE 
ADAPTABILITY _ 
QUALITY ( 
LOW COST om 

- -- THEN SEE SMEAD’S 


NEW ARISTO-CRAFT 
BRIEF COVER LINE 





THE No. 470 LINE 


Only by actually seeing them can you appreciate the 
beautiful new colors, toning and designing of these new 
Smead covers, The “feel” of the material Will tell you 


that here is a lasting quality surpassed by none. 


Available in six colors, Tan, Brown, Green, Black, Blue 
and Red with back coating in matching colors. A pressure- 
sensitive libel is furnished with each cover. 

MATERIAL a one-piece, non-woven cover stock made 


of new cotton rag fibres impregnated with Latex and 
Pyroxylin coated. This processed leather finish Stamps 
Embosses, Prints, or Silk Screens with excellent results. 
CONSTRUCTION for sheet size 11” x 8%”. Embossed 
border and title panel... genuine brass, double-tang fas- 
teners and metal eyelet binding holes. Fastener spacing 


4%” apart — 8%” outside centers 


Also available with acetate window in the W470 line. 


SEE YOUR STATIONER for the complete 
line of Smead covers to fit every need. 


THE SMEAD MANUFACTURING CO. 


MINN. - LOGAN, OHIO 


HASTINGS, 





50 








Continued from page 40 


x ; ; = C & y, 


a w; 
y | a ae x “ 


} 
“ 
Y “YY 
L oat > < a o 
y 
7 : - Pa (~ 4g 
— a / ( 9 
4 qj ee ——_ — > 4 
SL 
/ my ‘ 
” > (a) A CW QQ wit oe, or 
— 
> <2 
F ‘ - \ A 
oo 7 
) a» ; 
( p~o~—t aa ry ce 


Pr > 3 Cc 2 <= c Cc t. - P a te e 
es P 
" Ss -—_ > we 2 / C— P eae 


fv Xt; 


4 
aa ae — os 


The great need 7 ».o~~— 


— sn 2 —_ ° wr — 4 i > 
? c € i 2 f “er 


Gf es > ae a me 


F ss gr ip 


6 + x> "Shorthand and typing 





TODAY'S SECRETARY 





WORD 


TEASER S 


BY E. LILLIAN HUTCHINSON 


Each of the following 15 sentences is followed by four words 
or phrases. Select the one that you consider most closely 
matches the italicized word in the sentence. Then turn to the 
key on page 55 and score yourself. 


14 or 15 12 or 13 9. 10, 11 7or8 Below 7 
Excellent Superior Good Fair Poor 


1. Mr. Allen’s uncompromising attitude in this matter baf- 
fles me. 


(a) negative (c) unbusinesslike 

(b) unyielding (d) unbelievable 
2. Their required physical examination was most per/unc- 

tory. 

(a) superficial (c) tedious 

(b) thorough (d) time-consuming 


3. The Board of Education ratified our committee's pro- 
posal at its meeting yesterday. 
(a) annulled (ce) confirmed 
(b) revoked (d) amended 


1. The new arrangement will obviate the necessity of in- 
creasing our ofhice space. 
(a) discover (ce) conceal 
(b) produce (d) forestall 


5. We all regret Miss Price’s derogatory remarks about her 
supervisor, 
(a) inexcusable (c) disparaging 
(b) rude (d) vindictive 
6. There has been enmity between these two men for years. 


(a) jealousy (ec) rivalry 
(b) hostility (d) backbiting 


7. His facetious remark was entirely out of place at such 
a formal occasion. 

(a) cruel (c) antagonistic 
(b) provoking (d) joking 
Their pecuniary policy had an important bearing on our 
decision. 

(a) monetary (c) conservative 
(b) service (d) responsible 
The examiner discovered a serious discrepancy in the 


ree ords. 


(a) disagreement (c) omission 
(b) mistake (d) inaccuracy 


10. Everyone acknowledges Doctor Bacon’s prestige in his 
field. 
(a) attainments (c) contributions 
(b) knowledge (d) renown 


11. At first. Tom’s explanation seemed plausible. 
(a) applouse-winning (c) unbelievable 
(b) credible (d) sensible 
2. He is so penurious that he misses a great deal of the 
fun of life. 
(a) lonely (c) stingy 
(b) quarrelsome (d) timid 


13. The vote was unanimous. 
(a) very close (c) postponed until another meeting 
(b) bitterly contested (d) in complete agreement 
14. John was nominated as treasurer of the club because of 
his reputation for integrity. 


(a) honesty (c) thoroughness 
(b) intelligence (d) proficiency in mathematics 


15. He replied to all our questions in a jocular vein. 
(a) sympathetic (ec) critical 
(b) humorous (d) haphazard 
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faster+neaters+ cleaner 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ... with 
nothing to wet or moisten... they 
go on at the touch of a paw... 


available in 10 border colors neatly, firmly, and swiftly. There’s 
plus plain white... a6 te te > > ~ »¢ 
aes © moral to this tale of the business 

of 8 tebols cach jungle. If obsolete stickers have you 


up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 


Rolis right on file tab without 
peeling or popping. 





These NEW AVERY file 
folder labels are available 
at all stationary dealers. 
Ask for them TODAY! 





free << 
samples 


\ 


AVERY ADHESIVE LABEL CORP., Dealer Div. 152 
117 Liberty St., New York 6 - 608 S. Dearborn St., Chicago5 
1616 So. California Ave., Monrovia, California 
Offices in Other Principal Cities 

Please send more information and free samples of Avery 
self-adhesive file folder labels 





Discover their / 
utility and 
economy yourself. 
Just send this 
coupon for your 
free samples 
today. 


company 


address 


my name position | 























“Yes, George, it’s our new guide 
to 70 envelope styles for business.” 


The right envelopes in the right sizes 
—and right at hand —will help you 
speed operations and reduce costs in 
mailings, business systems and pack- 
aging. 

This new envelope selector chart 
shows 70 U.S.E. envelopes, and lists 
standard sizes for each style. It will 
give you some good ideas! For a free 
copy, pin this ad to your letterhead. 


U.S.E. makes more envelopes for more peo- 
ple to use in more ways than any other 
manufacturer in the world. Also Paper 
Cups, Transparent Containers and Linweave 
Quality Papers and Envelopes. Ne 


UNITED STATES ENVELOPE 


aha Springfield 2 
Ist 


Massachusetts 
15 Divisions uk, from Coast to Coast 





LETTER TO GEORGIA 


(Continued from page 38) 





Any secretary owes it to her em- 
plover to approach the job with a 
serious. long-range attitude. She can't 
possibly do well if she constantly day- 
dreams about the day she will be able 
to marry and “get away from it all.” 
Aside from the obvious fact that a 
day's pay deserves a day's work. she 
can never tell at what future date she 
might desperately wish to return to 
her old job or have a recommenda- 
tion from her boss. Its a form of in- 
surance to do the best job vou can. 
whether you re working for the sum- 
mer or planning a full-time career. 

On the other hand. some secretaries 
find that their employers seem to feel 
its not worth while to give them too 
much responsibility or share too many 
really big problems with them, be- 
cause “you'll probably be leaving be- 
fore long anyway.” If you run into 
that situation, you must be prepared 
to “do battle.” You will have to con- 
vince your boss that you mean busi- 
ness and the more opportunity he 
gives you for using vour initiative. 
the more you can relieve him and re- 
lease him for still bigger jobs. 

Of course, you might conceivably 
find yourself in an oflice where you 
simply could not do your best work 
because of incompatibility of some 
sort—and then you owe it to yourself 
and your employer to make a change. 
But you must analyze your own 
qualifications and interests thorough- 
ly in order to select your next em- 
ployer well and avoid slipping into 
that deadly pattern of job-hopping. 

1. What does a. secretarial career 
offer? It must be pretty obvious to 
almost anyone that there is a very big 
future in secretarial work. Every big 
businessman has a secretary. and the 
bigger the man. the more likely that 
his secretary has grown and devel- 
oped along with him. She becomes 
his “right arm” without whom he 
couldn't imagine working. This is 
equally true of men in professional. 
political, literary, and even church 
life . . . no matter what the type of 
job to be done. a secretary is there 
“giving her all” to help her boss. 

That she and her sister secretaries 
take a natural pride in their careers 


and achievements is shown by the 
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Swift and smooth for : 





© ERASER 5331 
wets ERASER 53QT 1 


typewriter, ink and ball- 





point work. pt ~ 
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> itt 
GET THESE 33 
BLAISDELL EXCLUSIVES: 38 


SPEE-D-POINT perforation for easy , | 
sharpening — STED-D-POINT “ 
staple for secure eraser core. \ 











KLENZO 77/7 


Special compound, 
thin diameter for 


pinpoint erasing. 





Write for sample, naming 
this publication. 
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BLALoDELL 





PENCIL COMPANY 


BETHAYRES, PENNA. 
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formation of the National Secretaries 
Association. of which there are some 
100 chapters all over the United 
States. with over 17.000 members. 
And the Association. together with 
the help of colleges and businessmen. 
has developed the Certified Profes- 
sional Secretary award. Secretaries 
who are interested in attaining it 
must pass a stiff. two-day exam in 
Personal Adjustment and Human Re- 
lations. Business Law. Business Ad- 
ministration. Secretarial Accounting. 
Secretarial Skills. and Secretarial 
Procedures. All of these things help 
improve the secretary s financial sta- 
tus. too—and everyone likes the 
knowledge that her work is appre- 
ciated and rewarded. 

Yes. despite mechanical aides and 
timesavers—dictating equipment. 
typewriters that type themselves, 
executive telephones. and many other 
man-made wonders—I think it’s safe 
to say secretaries are here to stay. 

Think these things over when you 
are planning your future, investigate 
other careers. and ask for other opin- 
ions—line them all up against your 
own interests and capabilities—and 
I'm sure youll make a wise choice. 

Fondly. 


Aunt Nancy 








(Key to project on page 49) 


LETTER 1 

Line 1 of letter—busi-ness: line 3— 
right (rite is a ceremonial act). neighbor- 
hood; line 4—avail: line 5—facilities 
(not faculties), business people (2 
words): line 6—moderate; line 7—rea- 
sonable: line 10—acquaint; line 12— 
meet, businessmen (1 word): line 13— 
phases (not phrases): line 14—particu- 
lar: line 19—assistance: line 20—Yours 


LETTER 2 

Line 1 of letter—may be (2 words 
when used as a verb): line 2—paid: line 
3—there; line 4—answered: line 5— 
friendly: line 10—attorneys; line 12— 
remittance: line 14—easier; line 15— 
Cordially. 
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NU-KOTE 





THE carbon for any typewriter, 
and nearly every copy job! 


Flexibility and then some, that’s NU-KOTE, the first plastic-base 
typewriter carbon. Just one grade and finish for any typewriter 
and practically any copy job imaginable. NU-KOTE outlasts 
ordinary carbons 3 to 1. And NU-KOTE makes the cleanest 
copies, keeps hands clean, too. You get clear, sharp copies, first to 
last—as your free trial will prove! Available only through your 
local dealer. 


FREE SAMPLE! 
For a free sample of NU-KOTE just mail this coupon, attached 
to your company letterhead. 


Dealer Sales Dept. 
Burroughs Corporation, Detroit 32, Michigan 








Name. —_ Sliteanenimnesitie 
Firm —_ 
Address ‘ 
Buy where you 
see this sign City Zone _ State 








ARE YOUR PAPERS 





/g PLAYING... 


HIDE AND SEEK? 


Filing is important only if the finding is easy. Can you 
always put your hand on the letter, invoice, order, report 
or other paper you want, instantly? Are your files neat, 
compact, space saving? Your Stationer will be glad to 
explain the advantages of ACCO-filing to keep your rec- 
ords safe, and finding quick. See him now! 


‘“‘ACCO BOUND PAPERS ARE SAFE PAPERS’’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg ¢ New York 


In Canada: Acco Canadian Co., Ltd., Toronto 








For Top Efficiency... 











4-WAY FLICK A LINE 


the only complete copy holder 


Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 
Genuine walnut base with pencil groove and 


book ledge. Inclined masonite panel 83, x 14. 
Can be used vertically or horizontally. 


$6-50 prepaid 


Preferred by professionals 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Ky. 
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to a desk! 


small investment—BIG RETURN 


BOSTON CHAMPION 
PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 
green-blue-sandtone-gray 
®@ less time wasted 
@ better efficiency 


e less than 1'gc a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 
eners, Booklet Y. 


Cc. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 











MAKING A SPEECH 


(Continued from page 28) 





7. Delivering Your Speech 

If you know your subject and are en- 
thusiastic, delivering your talk will pre- 
sent few problems. Sincerity carries the 
most weight with your listeners. Speak 
clearly and slowly to hold the audience's 
attention. Try pitching your voice a lit- 
tle lower than usual and changing your 
tone from time to time. You can empha- 
size main points by speaking louder. 

To help you remember your speech, you 
may want to jot down the important points 
on index cards and number them, so that 
you can easily follow your outline. This 
is a method many good speakers use. 

Some people memorize their talks, but 
there is always the hazard of the mind 
suddenly going blank. This happened at 
a recent meeting. The speaker was say- 
ing: “And as surely as night follows day. 
and transcription follows dictation . . .” 
She paused ... and the audience waited. 
Finally, our heroine grinned and con- 
fessed, “And I wish I could remember 
what follows here.” While the group had 
a good laugh, she composed herself and 
reboarded her train of thought. 

Many authorities insist that no good 
speech is ever read: but this edict is hard 
to follow, especially for the beginner. 
Here is a trick used by an experienced 
lecturer. She types her speech in short 
paragraphs, triple spaced, then under- 
lines the most important parts. She reads 
the speech over and over again to be- 
come familiar with it. The last step in- 
volves punching holes in the sheets and 
placing them in a loose-leaf binder. This 
makes it easy to turn pages without rust- 
ling papers or mixing them up. 

“T always start without referring to 
my notebook,” she explained. “After that 
I use my notes occasionally for key 
words and paragraphs. It’s wise to look 
up at the audience as much as possible. 
When I ‘run out of gas.’ I pause and look 
down at the next section. Then I go on 
from there.” 

Looking at the audience is important. 
You will seem to be talking directly to 
individuals in the group if you look at 
different people in various parts of the 
room. Good “eye contact” will keep your 
listeners’ attention from wandering. 


8. Overcoming Audience-Phobia 

Stage fright is natural among speakers, 
believe it or not. If you were not at all 
nervous, you might be overconfident. The 
nervousness is a result of being at high 
pitch; it’s Nature’s way of giving you the 


extra awareness and energy needed to do 
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your best. A good speaker once admitted 
that. after years of making public appear- 
inces. she still has butterflies when she 
starts to talk. “But | was consoled when 
someone pointed out that nervousness ts 
what makes the difference between a 


race horse ind 


a cow. 

Another woman offered this tip tor 
overcoming shyness: “| look around and 
smile at the group. | tell myself that these 
people are my friends. They are here be- 
cause theyre interested in my subject. 
| have something worth telling, and | 
want to share it with them.” 

\ third platform veteran explained that 
audiences used to scare her until a sense 
of humor came to her rescue. “As a 
speaker | can do a lot more harm to the 


audience than they can do to me!” 


9, Your Platform Appearance 

\ hile you probably spend a ood deal 
of time and thought on your appearance 
normally. you may become even more 
concerned about what to wear when giv- 
ing a talk. A well-dressed secretary in an 
advertising agency advanced these sug- 
vestions: 

“A simple. tailored dress or suit 1s 
vour best bet. Choose a basic color, and 
be sure the costume fits well and is com- 
fortable. 

“If vou wear a hat that sits back on 
vour head. the audience can see your 
eves and your expression. Pick your most 
hecoming color to pep up your outfit. 
Wear shoes that are trim and comfort- 
ible. (.arry a vood-looking handbag. 

‘A necklace and earrings of pearl. 
cold, ol silver are enough jewelry. Avoid 
angly bracelets: they may clang against 
the microphone and distract you and 
vour listeners. 

“With a good nights sleep. a fresh 
hairdo and manicure, vou will feel at- 
tractive and well groomed. This will give 


vou added confidence when vou speak.” 


10. Smile When You Sav That 

No matter what apparel you decide 
upon, perhaps the most important thing 
you can wear is a smile. Smile at your 
sudience as though vou're glad to be with 
them they Il be glad to see you. And 
watch the proud smile on your boss’ face 
when vou go back and tell him, “Look, 


Boss. | made a speech!” 





(Key to quiz on page 51) 


Suggestion: Vo derive the most benefit from 
this quiz, consult your dictionary for the 
correct information on any answers that you 


l.b: 2.a:3.c: 4.d:5.¢c: 6. b: 7. d: 8a; 


9. a: 10. d: 11. b: 12. c: 13. d; 14. a; 15. b. 
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Write with anything 
—Verifax copies 
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A VERIFAX COPIER REPRODUCES PEN, PENCIL 
AND CRAYON WRITING AS EASILY AS TYPED DATA 


EING ABLE to copy everything on 
| pe document is more than a 
convenience. Often, it’s a down- 
right necessity ! What good is a copy 
of a contract which lacks the signa- 
tures? Or a copy of an accounting 
report which leaves out the figures? 

A Kodak Verifax Copier handles 
all the so-called toughies in stride — 
even those purplish spirit duplicator 





New! 
Verifax Bantam 
Copier 
$99.50 


Light, capable, a pleasure to use. 
Buy them for every department—speed 
communications inside youl company 
and out! 


cree eee eeeeee eee es MAIL COUPON TODAY -++*++** 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of your new booklet, 
“Versatile Time-Saver for Busy Offices.”’ 


Name 





Company 


copies. Gives you 5 dry and complete 
copies in 1 minute for just 2'4¢ each. 

Something else that’s mighty im- 
portant in business: Your Verifax 
copies will last a lifetime—won’t fade 
or darken. And they’re a snap to 
file, write on, put in binders. . . are 
not tissue-thin or glossy . . . feel like 
the letters and reports you handle 
every day. 

Biggest surprise of all is the low 
cost of a Verifax Copier. You can 
buy one—the Bantam—for just 
$99.50—about half the cost of other 
‘low-cost’ coprers. Mail coupon. Or 
check * Yellow Pages” of phone book 
under “duplicating” or“ photocopy- 
ing’ machines for nearest Verifax 
Dealer 


ucted is ’ facturer’s suggested 
und subject to change without tice 


[erifax Copying 





DOES MORE... COSTS LESS... 
MISSES NOTHING 
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is your Gregg 
= as good 
as your 
grooming? 












If it's tidy and 
trim and a treat to 
transcribe, your 
Gregg looks good 
and so do you 
That's why you're smart 
to use EAGLE MIRADO. 
This is the pencil 
that holds a sharp point 
for pages of crisp 
writing ... the pencil that 
7 secretaries out of 10 
rate the smoothest 
they've ever used. 
This is the pencil you 


ask for by name. 


And this is the name: 
EAGLE MIRADO. 
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a Po a: 
EAGLE 
MIRADO’ 


STAYS SHARP FOR PAGES ! 
Mey EAGLE “CHEMI* SEALED” MIRADO 174 “ESN 2 pi 
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THE SLAVE DRIVER 


(Continued from page 47 
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Where To Buy 








Fashions shown in this issue may be found at 


Graffco never 
lets me down! 


ane Be cll 


the following 


stores: 


COVER: Ship ’n Shore “Ivy Chemise” shirt. Davison-Paxon Co., 
\tlanta: Inc., St. Paul; Thalimer Bros., 
Gray Reid Wright, Reno. 





Schuneman’s, Richmond: 


PAGE 29: Sweater and blouse set by Judy Bond. The May Co., NY 

los Angeles; Mandel Bros., Chicago; Oppenheim Collins, New \ 
1 

York; A. Harris & Co., Dallas. \ 


PAGES 30-31: 
\. Handmacher-Vogel suit. B. Altman. New York: H. Liebes & Co., 
San Francisco. Park Lane bag. Saks Fifth Avenue, New York: Car- 
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B. Paul Chase “Colormaties. (C, Crawford Hollidge. Boston 3 nals tor “Vertical” Records 
» } 1.7] lias m > 
Rot — Chicago: Joseph Magnin, San Francisco: B. Altman, How I used to dread the sudden call 
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| for facts and figures, They were in the 
) | records and on the maps but where ? 
( Sweater by sidnev Gould. Carson. | inie, Scott W Co., Chicago; < . | 9 : Nu-Viz Meta! Signals 
} | Ta] . . . ] . . * tor “Wesible” Records 
The William Hengerer Co.. Bu o: Coulter's. Los Angeles Now Graffco Signals and Maptacks a 
spotlight all important classifications for y/2t = 
I). Centurv skirt. Chas. A. Stevens & Co... Chicago: B. Altman. SI ot ch | t . \ \ <a. ns 
New York: Broadway Dept. Store, May Co.. Los Angeles | instant action. And as reminders, they —— 
| never forget! There is a special Graflco — Pegcgrds nase tans 
7 har lan , . . . . . tor “Visible” & 
E. Macshore blouse. Arnold Constable, New York; Broadway Dept. _ | product for every kind of record hous- ao ___. 
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PAGE 32: R & K shapes black crepe 
peze silhouette V hie 
ind the tucked fr 
i feeling of the 
bright-light « 


color folder describing them all. 


SIGNALS 
and MAPTACKS 


into a flattering, voung tra 


flared skirt is built on its own taffeta bodice. 


ont jac ket. hack-buttoned, is brief enough to lend | 
| 
empire. Available in a wide range of basic and | Gi aj jco 


olors, sizes Y to li. 10 to 18: about $95. Nlarshall Field. 


Maptacks 
for Maps and Charts 
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54 Washburn Avenue, Cambridge 40, Mass. 
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“Out, Damned Spot, Out!...” 





Even Spirit Away could not have removed the imaginary 
hand stains Lady Macbeth tried so futilely to wash away. 

But when it comes to those real stains that office help is 
then 


Spirit Away does all its name implies. Stains: disappear 


heir to—from Spirit Carbon to Mimeograph Ink 

quickly, leaving hands clean and smoothand lightly scented. si 
And with Spirit Away there’s no more sharing the cream 

jar or tube with others. Each Spirit Away sheet is individual 

and personal, used once only and then thrown into the 

basket. Yet it is more economical and much easier to use. 


Spirit Away is another Kee Low first to make office life 





more efficient and more pleasant. Send for your samples 
today. Adjoining coupon included for your convenience. 


Please attach to company letterhead. 


Made Only by 


KEE ox. MANUFACTURING COMPANY 


CARBON PAPERS AND INKED RIBBONS 
ROCHESTER 1, NEW YORK 


September, 1958 


KEE LOX MANUFACTURING CO, 
Rochester 1, N. Y. (Dept. TS) 


We would like to try the new Spirit Away hand cleaner. 
Send free samples to 


(Name) 
| Firm) 


(Address) 
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Take the 
quesswork 


out of your 
deskwork 





Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It's 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 








EVER READY 


CALENDAR 
MANUFACTURING CO. 


150 Bay Street 
Jersey City, New Jersey 


STEP LOVELY 


(Continued from page 33) 








Other leg problems that were once in- 
superable are just as easy to dispose ol. 
Unattractive veins, scars. and birthmarks. 
can now be easily hidden, making it no 
“suffer along” 


longer necessary just to 


with them. A cake foundation applied 
with cotton or sponge and a little water 
will do the job on most superficial de 
fects. Deeper or more extensive discolora 
tions will disappear under 
the magic of 


Waterproof 


completely 
O'Leary's 
This 


opaque cream instantly covers all disfig- 


Lydia famous 


Covermark. amazing 


uring marks. comes in six skin shades. 


and will rub off. Sound amazing? 


It is. 


not 


There are also make-up tricks (similar 
to those used on the face) that can be 
applied with good results towards making 
For 


heavy legs can be made to look thinner 


your legs look slimmer. instance, 
by applying a dark shade of foundation 
down the inside and outside of the legs. 
This causes the heavier areas to “recede.” 

An important advance in the care and 
treatment of troublesome legs was made 
this year with the appearance of “Supp- 
hose.” the new, really sheer nylon elastic 
support stocking which, on the leg. looks 
like 


comes none too soon to the rescue of all 


any other stocking. “Supp-hose” 


women who need a stocking 


(either for therapeutic reasons or mere- 


support 


ly because they spend a lot of time on 
their feet) but have refused to wear the 


unattractive which 


support stockings 
have been the only ones available. 

Once these most outstanding barriers 
to leg beauty have been attended to, only 
the question of stockings remains to be 
dealt with. 

Not so long ago. women had little or 
no choice in their selection. Before the 
advent of nylon (just after the last war) 
a typical stocking wardrobe consisted of 
heavy cotton or rayon for everyday and 
a precious (and perishable) pair of silk 
for and size 
ranges were extremely limited. Today the 


special occasions. Color 
selection is so wide that it tends to be 
somewhat confusing. There are so many 
combinations of knits that it is almost 
impossible to know them all, and it seems 
safest to rely on the salesgirl for advice 
on the weight you want. 

Here is a list of commonly used terms 
compiled by Morris Judson, of the Mojud 


Company, which may prove to be of help. 


Walking Sheer. Nylon knit with full 


“foot reinforcement. Ideal for work. will 


stand heavy wear. 








Lucky 





Be Just as Proud 


of Your Erasing 
as You Are of 


Your Typing! 


you, if you're using an electri 


machine or any other, for typing distinc 


tive, beautiful impressions 


through carbon paper rib 


bons! 


Erasing’s 

so quick, so clean... 
JUST TWO EASY STEPS 
WITH THESE SPECIALLY-SUITED 
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WELDON ROBERTS 
ERASERS! 
41 


NO. 448 GREEN GLOW 
Re moves 
bon to prevent smeai 
ing. Soft green rubber 
encased in spiral paper 
wrapping with pull 
string for easy repoint 


ing. 

2» 
NO. 3650 GRAYPOINT. 
Removes the final 
image. W ood-cased 
eraser with quality 
gray rubber core. Eas 
ily repointed in any 
pencil sharpener or 
with a knife. Hexago 
nal; won't roll off your 


surtace car- 


desk. With whisk for 
brushing away eraser 
crumbs. (NO 365 


GRAYPOINT, same 
eraser without brush. 


Fer 

NO. 378 GRAYPOINT. 

With same quality gray 
rubber core. Spiral pa 
per wrapped, like NO. 
448 Green Glow. 

The Graypoint Erasers 


ure also superb for 
erasing impressions 
typed through fabric 


ribbons. 


FREE SAMPLES 


Write us on your firm's let- 
terhead for free sample of 
these Weldon Roberts 
Erasers. Please mention 
your choice BY NUMBER, 
to speed processing. Also 
please mention Today's 
Secretary and name of 
your dealer. 


WELDON ROBERTS 
RUBBER CO. 


365 Sixth Avenue 
Newark 7, N.J. 


World’s Foremost 
Eraser Specialists 
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Dress Sheer. Sheer (but not fragile) 


stockings of 15-denier yarn, available on 





seamless. full-fashioned. or stretch styles. 


Evening Sheer. Very sheer. usually 


featuring invisible shadow foot reinforce- from the first touch 


ment. Knit of 10, 12. or 15 denier: should 


be reserved for evening wear or very spe- of the keys 


( ial occasions. 











Service Weight. Knit of heavy yarn to 








stand up under extra-heavy wear. Also 





helps conceal leg blemishes. 


Stretch. Elasticized yarn provides hug 


‘ fit and extra give for active wear. Stretch- 
| to-fit qualities eliminate sagging, wrin- 
§ kling, and guessing at sizes for gift stock- 
ings. 
ith ~ 


Stretch Welt. Conventional stocking 


knit with roomier proportions above knee. 
Affords perfect fit for women with nor- 
mally proportioned legs but heavy thighs. 


Eli i < — bi i ov. 
Days don’t have to drag. You iminates binding 


don’t have to jumble piles of 


paper fumble in file cabinets Sandalfoot. This is the barefoot look 


en 
. 
- 


lose your temper over creased for wide-open shoes. 

or faded file copies. Simply 

say Sea Foam next time second Demi-Sandalfoot. Reinforced toe with 
sheets are ordered. Sea Foam bare heel—perfect for closed-toe, open- 
is strong. Snap it. You'll see. heel shoes. 

Handles easier. Lies perfectly 

flat. Files faster .. . thin, com- The double trouble of runs and 





pact and specially manage- crooked seams is something to be on con- 


? ik 
able. Erases smoother, cleaner, tinual guard against. The obvious solu- eee you ll li e 


quicker. Channels easier.Seven tion to the latter, seamless stockings, is 


: : ’ 
colors for easy direction. becoming a more and more popular one, OLYMPIA Ss 
Say Sea Foam... the If you find yourself exceptionally run- ease—speed— 


second sheet that’s speci- prone, try wearing run-resistant mesh 


fied first in better offices stockings. especially for work. Also, be precision ~~~ 
across the country. 


sure your stockings really fit, both in foot 


size and length. Most manufacturers to- 




















day make several different lengths rang- pew 
ing from petite to tall. Find the one which a 


suits you and stick to it and y wi : 
. he d you will . .. because Olympia’s 


probably be rewarded with fewer runs. the world’s finest type- 


Experiment a bit with the wide color writer to do business 
. , with. Just ask the 
range r available. Natur: ; : 
ange now av ailable Naturally you will lucky gal who’s using 
save the sensational shades for matching one. She’ll tell you it’s 
occasions. But you || find a soft gray equipped with every 


worthwhile feature for 
easier, faster, finer 
typing. Have your boss 
call nearest Olympia 
dealer for a trial 
demonstration! 


blends nicely with navy blue. and a nat- 

tural shade with a touch of red in it will 

subtly complement a brown outfit. 
One further stocking tip that will save 


you time and money. Buy at least three 





pairs at a time, and you will never find 
Write for Samples, Dept. T-9 yourself stuck with a drawerful of single 


stockings—all different colors. 


A MLL LIB | (al these facts have been digested 


you need merely to slip your smooth, 


WRITES BEST OF ALL 
BECAUSE IT’S BUILT BEST OF ALL 








Nationwide sales and service — 


well-exercised, neatly stockinged leg into 
x through authorized Olympia dealers. 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


a brightly polished, well-heeled shoe and 
OLYMPIA DIVISION 

Inter-Continental Trading Corporation 
90 West Street « New York 6, New York 


know that wherever you go, your step will 


EERE eee ae we be lovely, indeed. 
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These Secretarial Materials can make 
your classroom and office work easier 


... select the ones that can best help you. 





GREGG SHORTHAND DICTIONARY SIMPLIFIED— 

Gregg, Leslie, Zoubek 
Authoritative, official. In print and shorthand, over 30,000 words, plus separate 
sections on names and abbreviations. Every student and practicing secretary should 
own one. 336 Pages. List, $3.12. 


[_] MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and sharp legibility make the 
‘*Miniature’’ an ideal gift for shorthand-writing friends, an appropriate award for 
classroom achievement, a practical reference for your own use. 335 Pages. List 
$2.90. 


[] 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—lLeslie 
More than one-half million copies of this pocket-sized volume care now in daily 
use. It serves os a handy reference for checking those transcription essentials. No 
definitions. One of the biggest ‘‘little’’ timesovers in secretarial practice. 249 
Pages. List, $1.40. 


[] STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 

The classic in secretarial reference. Packed with current information that wil! aid 
you throughout your career. Gives you everything: ‘‘who or whom"’ to ‘‘setting 
up a financial statement.’’ Lightning indexed. 626 Pages. List, $3.75. 


[_] REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 

Teachers and training directors find that a copy of the Reference Manual on the 

desk of every student and secretarial worker saves hours of valuable teaching and 

work time. It's all right here: dictation and transcription tips, punctuation, gram 

mor. Topics are numbered and coded for quick reference. 192 Pages. List, $1.36 


(_] SUSTAINED TIMED WRITINGS: Featuring Typewriting Contest 
Copy by Kimball and Bowle—Grubbs and White 

America’s best timed-writing copy for building and sustaining speed. 42 timed 

writing selections based on famous Kimball and Bowle copy. Big type. Spiral bound 

96 pp. List, $1.56. 


[] TABULATION TYPING—Thompson 


A full treatment of the non-arithmetic easy-way tabulation. Telescopes al! procedure 
into 64 pages of intensive, interesting instruction. If tabulation is one of your 
office headaches, here's the cure. 64 Pages. List, $1.24. 


[_] PROGRESSIVE TYPEWRITING SPEED TESTS—Mount 


Here's the quick new way to step up typing speed: this new book and oa few 
painless practice minutes every day! 144 timed writings ranging from 25 to 100 
wam. Modern business vocabulary used throughout. 96 Pages. List, $1.56 


[] TYPEWRITING FOR SPEED AND ACCURACY—Rowe 


A comprehensive, all-inclusive drill book designed to increase speed and accuracy 
at any level of learning. Drill material is interesting and informative. 128 Pages 
List. $1.72. 


[|] HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 

The key-book to an interesting branch of specialization. Treats everything from 

medical ethics to medical-office bookkeeping. 400 Pages. List, $4.25. 


[|] MEDICAL SHORTHAND MANUAL AND DICTIONARY—Smither 
A reference and practice book that gives comprehensive medical vocabulary, o 
basic knowledge of the formation of medical words and phrases. Detailed cases in 
both Gregg shorthand and longhand. 320 Pages. List, $4.25. 

[_] DICTATION FOR THE MEDICAL SECRETARY—Berger and Byers 
Practice dictation trom the three major areas: Physical, General, and Surgical 
Medicine. 313 Pages. List, $3.75. 


[| OFFICIAL GREGG SHORTHAND NOTEBOOK 

Spiral bound. Pages lie flat while writing. Smooth finished, top-grade paper 
especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest buy in short- 
hand classroom supplies. Per dozen, net, $2.64. One or two gross, per gress, net, 
$28.80. Please add 10 per cent for shipments west of the Rockies. 

|_| OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 

The special glide-oction fountain pen designed by Gregg for the use of shorthand 
writers. Sleek black barrel with perfect shorthand-writing balance. Identified by 
Gregg symbol on the cap. Each pen: $6.50 net. Discount of 20 per cent on orders 
of six or more. 


[_] ESTERBROOK GREGG APPROVED FOUNTAIN PEN 


Avoilable in black barrel. No. 1555: each pen, net, $2.95. No. 9555: each pen, 
net, $3.55. Renew points available. Discount of 20 per cent on orders for 12 
or more. 


DICTATION TAPES AND DICTATION RECORDS 
A complete line of these modern training aids, available for every level of in- 
struction or practice. Let us send you complete information. 


Clip this list . . . indicate the quantity of each item you need 
- «+ mail it today. 
[] C.O.D. [] Remittance enclosed 


Teachers and Training Directors: let us bill you at your 
usual professional discount. 





GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd St. New York 36, N. Y. 
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from smart secretaries 








* Exclusive Scale Edge prevents running over. 


* Stays Flat in extreme temperatures. Each 


* Weights and Finishes to fit your individual | 


| 

Use MultiKopy | 
Durametric 

Carbon Papers 


It’s uncoated too to make carbon handling 
easier and cleaner. 


sheet is smooth and flat for uniform 


handling. 
typing requirements. 


At stationers everywhere 
make it clear you want 


WEBSTER DURAMETRIC 


MULTIKOPY 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to your 
company letterhead. 





F. S. WEBSTER CO. 


17 Amherst Street, Cambridge, Massachusetts 
Gentlemen: I'd love to try Webster’s Durametric 
Carbon Paper. Please send me a sample. 

Name. 

Company 

Address . 

I use a.. .. with a pica [J elite (1) type. 


(make of typewriter) 


I usually make . carbons. 


LLELELEER 
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QHDWHA Ma FrAco 


Honwwa 


Q Dm 


o 











my letters 


~ 
Oy 


She has a right to be 
proud of her work. 
Her better-paying job 
didn’t just happen by 
accident. She prepared 
for it by practicing 
competent short hand 
and typing—PLUS the 
consistent use of her 
A.W.FABER 
ERASERSTIK 


PORE are ogg 


AW SERVICE) 7099B 


i 


CPS 


With this pencil- 
shaped, white-polished 
beauty you erase with- 
out a trace. Whoosh— 
mistakes disappear as 
you remove a single 
letter without blurring 
surrounding letters. 
Pick up a few at your 
Stationers today. 


U.5.4.7066 


Mbt» 














Which point 
do you prefer? 


MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


AW. Faser GRASERSTIK 


-AW.FaBER GRASERSTIK 


p Perera 





Pe nanenpaae eae te 


Point it with any 
mechanical or hand 
sharpener. 


\y GRASERSTIK 


With brush 20¢ Without brush 10¢ | 
¥ 





Pte oe 





7099 and 7099B gray all-utility 
ERASERSTIK for pencil, ink or 
typewriting. 

7066 and 7066B for those who 
prefer a soft, red typewriter eraser. 


SECRETARIAL 


bookshelf 








AW. Faber-Castell 
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Pencil Co., Newark 3, N, J. 


WRITING WHAT COMES NATURALLY. [he 
Connecticut’ Mutual Life 
Hartford, Conn. Two-color booklet. 18 pp. 
No charge. 


Insurance Co., 


issued for Mutual's em- 
demand from people outside 


Originally 
plovees 
the organization made reprinting neces- 
sary. Written in a lively style, humor- 
ously illustrated. Gives helpful prin- 
ciples and suggestions about good letter 
writing. Theme: “Friendly letters pay 
big dividends.” 


THE MEDICAL ASSISTANT. Miriam Bredow. 
Blakiston Division, McGraw-Hill Book Co., 


Inc., 330 W. 42 St.. New York 3%. NX. TY. 
130 pp. $7.50. 
Author is Dean of Women, Eastern 


School for Physicians’ Aides, New York. 
Discusses in detail the entire range of 
situations a secretary, nurse, and tech- 
nician may find in a doctor's office. 
Teaches, shows, and explains why. In- 
cludes basic theoretical information and 
a medical glossary. 


DANGERS IN THE KITCHEN. American Vis- 
uals Corp., 460 Fourth Ave., New York 16, 
N. Y. Two-color booklet. 16 pp. 25 cents. 


The family kitchen—“the nerve center 
of the home.” 

facts: roughly 30 per cent of all acci- 
dental fatalities happen inside the 
home: of all the rooms in the house. 
the kitchen is the one in which most 
accidents occur. Describes care and pro- 


Voted are surprising 


tec tion of potentially dangerous tools 
and substances present in the kitchen. 


SOURCES OF INFORMATION AND UNUSUAL 
SERVICES. Sth Edition, 1958-59. Informa- 
tional Directory Co., 200 W. 57 St., New 
York 19, N. Y. 84 pp. $2.50. 


A comprehensive guide to information, 
pamphlets, and services available from 
organizations and agencies in the United 
States. Lists 475 widely diverse 
jects, has more than 1.000 entries. Some 


sub- 
main areas: business. health, arts. and 


science. 


HOW TO GET THAT PART TIME JOB. [)r. 
Norman Feingold, Harold List. Arco Pub- 
lishing Co., 480 Lexington Ave., New York 
17, N. Y. 92 pp. $1.50 (paper) ; $2.50 (cloth). 

Tells clearly when and 


where to look for a part-time Job in 


and concisely 


both industry and government. Gives 
complete listings of part-time jobs, in- 
cluding a glossary of little-known and 
unusual part-time jobs and businesses. 
Tells how to look for a part-time job. 
Concludes with a Bonus Section that 








lists 1,005 free publications. 





Gets the 
onthe cleaner instead 
of your fingers 


AW.FABER 





The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the baskef. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W. FABER-CASTELL 


PENCIL CO.,INC. NEWARK 3; N. J 
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THE FINAL TOUCH eo a= eee 


EMPLOY MENT AGENCY DIRECTORY) 


Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


| 
Over-dressing. chewing gum, and wear- 
ng too much make-up are three things 
hat will keep an otherwise well-qualified 
ypist or secretary trom landing a job 


ith some of the top business firms in 





Manhattan. Typing 70 words a minute. 

















taking shorthand at 100 are assets—i/ CHICAGO NEW ENGLAND 
you match them with a pleasant person- 
(— 2 Furnishing THE WILSON AGENCY 
ility and a well-groomed appearance. BIRCH : 
Qualified Secretaries to the One of New England’s finest! Fully co-ordinated. 
These are just a tew ol the cold tacts that + 2 . Excellent staff with superior facilities to get 
“we T “e * High-Paying Chicago the job done promptly. Your résumé will re- 
i group ol ecretaries of OMOrrow Market On An ceive immediate and continuing attention until 
from Perth Amboy (N. J.) High School SECRETARIAL Employer Pay Fee Basis you are happy once again 
learned during a recent trip to New York. PLACEMENT 59 E. Madison * Suite 1418 GENERAL OFFICES: %$,Ghucch Street. sue 
el : Sees .. CEntral 6-5670 Py, BRANCHES: Middietown, New Britain, Springfield 
Through pre-arranged appointments 











made by Ida Crawford. educational-serv- HOUSTON SAN FRANCISCO 
ice director of the Bristol-Myers Com- 


pany. these secretaries-to-be went to 501 Melrose Bidg. i Only Career-wise Job Seekers Go To WESTERN 
° ‘ . CALIFORNIA'S LARGEST FEE AND WO FEE AGENCY oy 
‘rvie tl . re . | _ re - - 4 ¢ LIFORNIA’S L 
— ae ‘ ieneansine = >: “ @e me ~ e 99S Merket St., Sen Francisco vale 
Bristol-Myers Company. the East River EMPLOYMENT COUNSELORS COvgies 2506 | 
. ° : ° ° -¢ o ate? 
Savings Bank. Eastern Air s. Life CA 4-6331 Houston, Texes Westra re oe 




















Lines, SINCE 1924 Tt 
. oy Ww 
Magazine. Lorton MeKay Placement Courtesy to all is our policy. Our counselors < . 
: : : , ire trained placement specialists . and 
Agency. Saks Fifth Avenue. Sally Dick- YOU are our special interest 





son Advertising Agenev. and the Taft 
Hotel. What the students found out 
through these direct contacts can be ven- IN HOUSTON IT’S Want 


other cities? We'll be glad to furnish, on request 


erally applied to like situations with QUINBY EMPLOYMENT SERVICE names of reputable agencies in cities not listed 





information about ¢ mployment agencies in 


smilar firm here. Send a stamped, self-addressed envelope 
: ' a For Secretarial and Related Positions with your request. 
n every case the interviewing “secre- T Ay’ FOCRET 
gen ; ‘Houston's Oldest—Under One Owner’’ TODAYS SECRETARY 

taries reported that the personne! direc- 330 W. 42 STREET NEW YORK 36, N.Y. 


406 Bankers Mortgage Bidg., Houston 2, Texas 








tor stressed personal qualifications to the 








reatest extent. As one director said. 
“When a girl applies for a typist or secre- 
tarial position, a test will soon indicate 
whether or not she has good skills. 


y ROUND CORNERED 
a AND EMBOSSED 


*€ EP Volek step 4 
riendship 


NOs 


2551 


50 for $2... from one pose 
plus 25¢ shipping 
including special bonus 
of Starlite Case 
and Frame 


| really spend most of the interview try- 
iz to determine just what kind of person 
she is.” 

To put it quite briefly. there are jobs 
wWailable in many large Manhattan firms 
for the girl who has a basi high school 
education, can type 70 words. and take 
dictation at 100 words a minute provid- 
ng she ist 

5 perfec tly groomed. not overdressed o1 

vearing clothes that are too reveal- 
Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtle glamour to that 


treasured snapshot. Prints are wallet-size... 24)" x 
3%". Satisfaction guaranteed. Order today 


e—_ FREE 


Starlite Case and 


ing. such as sheer blouses. Poorly 


fitted shoes were the taboo of one 


personne! d 


irector. 
not wearing too much make-up. dark. 


, Frame with each $2 
dark nail polish and is not in the — a 2 





\ $ rder. Use as beautiful 
habit of chewing gum. — frame or utility 
, . i ° : 
.can get along well with other people 50 for $2 2 trom one pa se 
sans Zz =e ee ee ee ee ee ee ee ee ee ee oe ee 
and adjust herself to existing work- | _ Friendship Photos, Dept. F-9, Quincy 69, Mass. 
ea Send for FREE Booklet describing Please send me 
> : 25 “Shadowbox” Friendship Photos .. . from one 
° has a ready smile and can see the RITE-LINE COPYHOLDER pose $1.25 enclosed 

‘ 50 “Shadowbox” Friendship Photos from one 
other person s point of view. ro —-MAIL COUPON TODAY--~"“ pose $2.25. | am to receive bonus of Starlite Case 

; and Fra t t ith my © t 
-capable of anticipating the needs of | RITE-LINE CORP. and Frame at no extra charge with my order of 50. 


| enclose photo, snapshot or negative which you will 


i 
i 
| 
1 
1 
return unharmed. My money back, airmail, if I'm not i 
. 
i 
i 
i 
f 


, . 4209 39th St.,N.W., Washington 16, D. C. 
her boss. (Being able to locate files eturn ; 
: : . Please send me a free copy of your Folder. completely satisfied 
on a moment's notice can put a girl | 
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he response to our questionnaire in 
the June issue was overwhelming, and we 
would like to offer collective thanks to 
everyone who took the time from a no 
doubt busy day to let us know how she 
feels about the magazine. We are busy 
working our way through the heartwarm- 
ing pile of mail and feel certain it will 
be of great help in planning future issues 


espe ially tailored to vou. 


GO NORTH. YOUNG WOMAN 


Interested in a midnight golf tourna- 
ment? Care to ski by the light of the mid- 
night sun? Reports from Alaska (where 
all this is possible) are most encouraging. 
To quote Mr. Sam Rubinstein, a leading 
businessman from the 49th State, “It's 
almost impossible to geta good secretary 
in Alaska. A girl who can type, take 
shorthand, and do a little simple book- 
keeping can name her own salary.” He 
adds an extra incentive: “Secretaries are 
gobbled up by wife-hunters almost the 
minute they arrive.” (P. S. Winter tem- 
peratures in Alaska are similar to those 
in Montana: while in the summer the 
Japanese current warms the coast to an 


average of 60 degrees.) 


SECRETARIES IN THE NEWS 


\ summer visitor to the editorial of- 
fices of TODAYS SECRETARY was 
“Miss Secretary of 1958.” Mary Matthews 
Smith. This pretty, brown-haired Ala- 
baman was chosen from 450 candidates. 
who were nominated by their alma 
maters. in a contest sponsored by the Na- 
tional Association and Council of Busi- 
ness Schools. In her winning speech, Mrs. 
Smith said that she felt the CPS program 
will help the secretary to “move upward 


into the ranks of recognized junior execu- 


64 








tives. For the past six years. she has 
been secretary to a missile-project execu 
tive at Thiokol Chemical Corporation in 
Huntsville. A family and the final two 
sections of her own CPS exam are among 


her after-five projects. 


An Ohio secretary, Mrs. Paul Bell. won 
$25.000 recently as first-prize winner in 
the annual Singer Sewing Machine Con 
test. Thirty-five finalists. who first made 
dresses for themselves to win a trip to 
New York. were each given an individual! 
room in a New York department store 
and thirty-three hours. sewing time. to 
make a dress for a fashion model. Visi 
tors to the store watched each stage ol 
the snipping, stitching, and fitting through 
glass-paneled walls. Mrs. Bell's favorite 


after-hours activity? Sewing! 


Historic 200-vear old San Fernando 
Cathedral in San Antonio. Texas. was the 
scene of a very unusual occurrence in 
the life of a secretary when the Reverend 
Robert E. Lucey, S. T. D., Archbishop 
of San Antonio, bestowed the Cross pro 
Ecclesia et Pontifice upon his secretary. 
Mrs. Josephine McInnis. The decoration 
is'a special honor conferred by Pope Pius 
XII upon Catholic laymen for “outstand- 
ing service to Church and Pontiff.” Mrs. 


Me Innis. 


tary since 1954, has been personal secre 


a Certified Professional Secre- 


tary to Archbishop Lucey for sixteen 


years. 


NSA NEWS 


The Denver chapter of NSA has 
made arrangements with the University 
of Denver to provide local secretaries 
with a nine months’ program in the hu- 
manities. The program, which will begin 





this month, evolved from the idea that 
a liberal education is as necessary and 
broadening to a secretary as it is to he 
executive. The group will meet one eve 
ning a week to discuss with experts such 
subjects as Shakespeare. the meaning of 
music, modern art, and the nature of 


log . 


Members of the Capital chapter have 
volunteered to teach typing to homeless 
teen-agers in Washington’s Junior Vil 
lage. a welfare agency. Through thei 
efforts, typewriters and books have been 
supplied at the home. and their hope is 
that the classes will help these children. 
who have been deserted by their parents. 
to obtain possible jobs when they leave 


the home. 


VICE-PRESIDENT NIXON 
RECEIVES AWARD 


The highlight of July's NSA Conven 
tion was the presentation olf the NSA 
award “for recognition and under 
standing of the secretarial profession to 
Vice-President) Richard Nixon for his 
discerning appraisal of the secretarial 
profession which appeared in the Satur 
day Evening Post. The Vice-President. 
shown with his own secretary. received 


the award from Clare H. Jennings. left. 





recently re-elected President of the NSA. 
In an acceptance speech, the Vice-Presi- 
dent listed some of the qualifications of 
a top-level secretary. These included 
technical proficiency. a sense of humor. 
diplomacy, intelligence. loyalty, and de- 
votion—which, added together. spell the 
discreetness that is so essential. Also tops 
on the list is “the ability to do things 
well which may seem unimportant.” 

The Vice-President added a few en- 
couraging words about the strength of the 
country s economy. He told the secretaries 
present they could “go back and report 
to the boss that as far as the American 
economy is concerned, it is strong; it is 
sound, healthy, on the way up: and now is 
the time to buy. invest, and have faith in 
America.” 


TODAY'S SECRETARY 


Photographed at Saito Japanese Restaurant, New York City + Dress by Lanz 





thanks to her Remincron’ Electric Typewriter 


And no wonder electricity doe y the work 
helps today s smart women of letters turn out 
such truly beautiful work in so little time. with so 


little effort and so pleasing to the boss. 


Rlemington. Brand 


DIVISION OF SPERRY RAND CORPORATION 








Happy Autumn Daze—with Esterbrook 


Cindy tossed the window wide 
To let the fragrant breeze inside. 
In the distance, white and free 





A slender ship put out to sea. 













Cindy sighed, and in that second 
Mister Pratt barged in and beckoned. 
“It’s arush! Fast! Bring your book!” 
Cindy took her Esterbrook. 


No ordinary pen or pencil for this girl! 





She poised her pad upon her knee. 
But, oh, her heart was out to sea! 
And as he spoke, we pledge it’s true, 
Her Esterbrook took wing —and flew! 


It writes that easy, even Gregg line every time! Th: 





only fountain pen with Gregg-approved replaceable point. 





Each form, each phrase, so clear, so neat, 
So featherlight flowed on the sheet 

While Cindy dreamed of balmy isle, 

Her Esterbrook wrote Gregg with style! 


Talking about style, Gregg-approved point No. 1555 is just one of 32 precision points. 
A nd, ij your point tis ever damaged, a new one threads in in seconds, costs an economical 60¢ 
P.S. (Don’t grind at Gregg with any tool. Use Esterbrook! the reason 


The replaceable point is made for Gregg!) ENJOY THE AUTUMN SEASON! 









—the only Gregg- 


approved pen with replaceable points. Just $2.95 








